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ABSENTEEISM 


12-1 

Lawson, Joseph W. and Joseph W. R. Lawson, II. 
How to reduce employee absenteeism, cure tardiness, and build employee morale. 
Chicago, Dartnell Corporation, 1973. 360 pp. (A Dartnell management guide) 


A publication designed to help the employer control absenteeism and improve 
employee attendance. 


1e507 -L44h 


Partial contents: Measuring, comparing and costing absenteeism; Absenteeism 
forms and procedures; Job enrichment and attendance improvement; Effective 
supervision--key to improved attendance; Attendance awards programs. 

12-2 

Macoun, Denise. 
Absence policy and practice. Personnel practice bulletin (Australia), vol. 30, 
no. 2, June 1974, pp. 162-179. 

Findings of a telephone survey of absence policies and practices in 54 
New South Wales firms are discussed. Policies and practices at three firms with 
low absence rates are examined in detail. 

12-3 

Newman, John E, 
Predicting absenteeism and turnover: a field comparison of Fishbein's model 
and traditional job attitude measures. Journal of applied psychology, vol. 59, 
no. 5, October 1974, pp. 610-615. 

Study of the lab-to-field "generalizability" of Fishbein's attitude-behavior 
model. Examines this model and traditional job attitude measures as predictors 
of absenteeism and turnover. Traditional measures were found to be better pre- 
dictors of absenteeism and Fishbein's model better for turnover. Sample was 180 
nursing home employees. 

12-4 
Smardon, Raymond A, 


Some cures for chronic absenteeism. 


Supervisory management, vol. 19, no. 11 
November 1974, pp. 12-15. 


> 

Author claims that absenteeism can become contagious and offers suggestions 
for the supervisor in combating various types of absenteeism. Cases considered 
include the moonlighters, chronically ill, AWOL and Monday-Friday absentees. 

ADVERSE ACTIONS 

12-5 

Symposium: Review of administrative adjudication. Administrative law review, vol. 26, 
no. 1, Winter 1974, pp. 49-128. 

Program presented by the Conference of Administrative Law Judges at the annual 
meeting of the American Bar Association in Washington, D.C. Nine papers examine 
agency review of initial decisions or court review of agency decisions. "The 
subject encompasses both state and federal agency and court process, and on the 
federal side is further subdivided between regulatory agencies on the one hand, 
and the administration of social security benefits on the other." 


APPLICATIONS FOR POSITIONS 
12-6 





Keyser, Marshall. 
How to apply for a job. Journal of college placement, vol. 35, no. 1, Fall 
1974, pp. 63-65. 
Discusses the results of a survey of 165 personnel managers in the Los Angeles 
area. "Basically the study sought to provide graduates with some insight into: 
what personnel managers are looking for in a job applicant; what data should be 
included on a resume; /and/ current information on the job interview itself...." 
12-7 Tel35 -On8e 
Ontario. Ministry of Labour. Research Branch. 

Employee use of advance notice of termination for job search, by H. Stiebert. 

Toronto, 1973. 18 pp. (Employment information series no. 2) aes 

A study of the extent to which employees in the province of Ontario involved 
in mass layoffs during the period October 1971 to April 1972 utilized the advance 
notice period to begin looking for new jobs. 























ASSESSMENT CENTERS 





12-8 

Bucalo, John P., Jr. 
The assessment center--a more specified approach. Human resource management, 
vol. 13, no. 3, Fall 1974, pp. 2-13. 

Bucalo proposes an assessment center approach that can be developed in six 
months to a year, requires only a small staff and can be used by large or smal] 
companies on an “as needed" basis. 

Includes sample scoring data sheets. 

12-9 
lel22 -LL6a 
Illinois. Department of Personnel. 


Assessment center feasibility study; project summary. Prepared by Terry R. 
Shipe, Division of Recruitment, Research and Test Development. Springfield, 
1973. 40 pp. (IPA grant) 


Describes an experimental assessment center for Illinois state employees to 


evaluate the managerial potential of employees not presently working in managerial 
positions. 

12-10 Iel22  .W52as 

West Valley College. Center for Supervision and Management Development. 
Assessment laboratory model; fire captain promotional examination developed 
for City of Palo Alto, California. Campbell, Calif., 1974. 
(IPA grant 73-CA-23C) 

12-11 


17 pp. 


1e124.9 .W52s 
West Valley College. Center for Supervision and Management Development. 


A selected bibliography of materials on assessment centers. 
Calif., 1974. 15 pp. (IPA grant 73-CA-23C) 

AUTOMATIC DATA PROCESSINGeeEFFECTS 

12-12 

Lawrie, John W., John M. Ryan and Alastair Carlyle. 
Terminals and their impact on employee motivation, 
August 1974, pp. 58-60, 62. 

Reports on a study of bank tellers to determine the effects that computer 

terminals have on motivation and morale. Findings show that the terminals did 
not significantly affect morale but that the group using the terminal had more 
positive feelings about their co-workers and a greater personal responsibility 


for quality. Their feelings about a "sense of accomplishment" from their work 
showed a moderate decrease. 


Rev. ed. Campbell, 





S/1 


Datamation, vol. 20, no. 8, 


12-13 
Owens, Robert W. x 4 
The professional secretary and the automated office. The Secretary, vol. 34, 
no. 9, November 1974, pp. 26-29. 
Some secretaries view office automation and word processing as a threat to 


job security. This article outlines some ways in which the new machinery can 
help make the professional secretary's job more varied and interesting. 
12-14 


Tomeski, Edward A, 


Job enrichment and the computer: a neglected subject. Computers and people, 
vol. 23, no. 11, November 1974, pp. 7-11. 

Explains how data processing systems are changing work, work relationships and 
organizational structures. Suggests that job enrichment theory could provide a 
good starting point for designing systems which provide for the human factor. 

AUTOMATIC DATA PROCESSING--PERSONNEL 

12-15 

Borcher, Sidney D. and John W. Joyner. 
Business data processing occupational performance survey. 
Washington, Educational Resources Information Center, 1973. 
(ED-078-125) 

"The federally funded report provides the results of a task inventory 
analysis survey for data processing occupations. ... This interim report 
will constitute part of a system for revising and designing curriculums for 
l- to 2-year post secondary educational programs in data processing." 


Performing organization: Ohio State University, Center for Vocational and 
Technical Education. 





M-Fiche 


Interim report. 
81 pp. 


3 






















AUTOMATIC DATA PROCESSING--PERSONNEL (Cont'd) 





12-16 Id201 .C76s 

Conference Board, Inc. 
Senior management and the data processing function, ed. by Stanley J. PoKempner I 
and Rochelle O'Connor. New York, 1974. 122 pp. 


Contains two papers related to personnel management in the data processing 
function ("Training for data processing exploitation," by Kenneth T. Garrison 
and "Centralization vs. decentralization: 'people' effects," by Robert B. 


Anderson) and one paper on the privacy and security of data ("Privacy, security | 
and related managerial concerns," by Alan F. Westin). 
12-17 


Rogers, Lloyd A. 
In-plant education develops better systems analysts. Journal of systems 
management, vol. 25, no. 11, November 1974, pp. 26-31. 


Explains how education needs were identified and a professional development 
education program was organized for systems analysts at the IBM plant in Endicott, 
New York. 


CAREER MOBILITY 





12-18 

E!tkin, Randyl D,. 
Negative effects and occupational upgrading in a collective bargaining environ- 
ment. Washington, Educational Resources Information Center, 1973. 32 pp. ) 
(ED-079~505) 

"This paper suggests a preliminary model for the evaluation of the dis- 

ruptive effects of occupational upgrading programs on occupational mobility 
patterns in a trade union environment. From the proposed model, it was 
hypothesized that initiation, implementation, and successful administration of 
occupational upgrading systems: (1) are facilitated by a nonunion environment, 
(2) require a negotiated approach in a union environment, (3) are better received | 
by a union in both rapidly expanding and rapidly declining industries, (4) are 
not affected by the vertical and horizontal dimensions of the mobility clusters 
in the internal labor market but rather by the size regardless of distribution, 
and (5) require application to all workers in union environment, not just 
selected groups," 


M-Fiche 











Paper prepared for the Symposium on Labor and Manpower, Lowa Academy ot 
Science, Grinnell, April 27, 1973. 


Performing organization: lowa State University, Industrial Relations Center. 


CAREER PLANNING 
12-19 
Desfosses, Louis R. 
A model for personal development and joint goal setting. Springfield, Va., 
National Technical Information Service, 1973. lv. (T™ no. MC-4358-73) 
"A process was developed to further personal growth and career develop- 
ment without a subsequent loss of emphasis on organizational goals." Dis- 
cussion includes timing, procedures, and material used in the program. 
Prepared for Manpower Resources Directorate, Naval Underwater Systems 





Tech. Rpts. AD-773-739 





Center. 
12-20 Tech. Rpts. AD-774-901 
Hamilton, R. A. 
A career planning program. Springfield, Va., National Technical Information 


Service, 1974. 44 pp. 

"Career planning is defined as a means for an employee to answer the 
questions, where am I going and how do I get there, and for an organization 
to capitalize on its more valuable resource, its people. The effectiveness 
of the organization is shown to depend on the career satisfaction of its 
employees. 

"Career planning activities in organizations other than NELC /Naval 
Electronics Laboratory Center/are studied, and a career planning program for the 
Center is recommended. The approach is to develop the employee's strengths, 
skills, and understanding of realistic options so that he will readily adapt 
to new career demands and opportunities. It calls for the establishment of 
a career planning-motivation program at the Center and a full-time planning 
position." 4 


























CAREER PLANNING (Cont'd) 





12-21 
Lee, John W. and William P. Anthony. 
I don't know what to do. You tell me! Journal of college placement, vol. 35, 
no. 1, Fall 1974, pp. 56-59, 62. 
Describes the career planning course designed for students at Florida State 
University. 
l Se oF 
Orth, Charles D., III. 
How to survive the mid-career crisis. Business horizons, vol. 
October 1974, pp. 11-18. 
Author sets out to analyze factors that precipitate mid-career change, its 
degree and directions, and problems it can bring to individuals and organizations. 
A goal setting and planning process involving more guidance and counseling is 
suggested. 
12-23 
Reif, William E. and John W. Newstrom. 
Career development by objectives. Business horizons, vol. 17, no. 5, October 
1974, pp. 5-10. 
Authors aim at helping the individual develop his own career plans. The 
entire process from situational analysis to achieving objectives and reviewing 
progress are considered. 


i7, no. 5, 


12-24 Tel6l . Un47d 
U.S. Department of Defense. 
DOD-wide civilian career program for procurement personnel. Prepared by Office 


of the Assistant Secretary of Defense (Manpower and Reserve Affairs). Washington, 
U.S. Govt. Print. Off., 1974. lv. (DOD 1430. 10-M-1) 

This program is designed to improve the career development and advancement 
opportunities of procurement personnel in DOD. Emphasis is on "projecting 
and effecting planned work assignments that follow clear lines of progression 
to higher skill and grade levels and to successively more responsible po- 





sitions." 
CHANGE , ORGANIZATIONAL 
12-25 


M-Fiche 
Alderfer, Clayton P. and L. Dave Brown. 
Learning from changing: an application of open systems theory to organizational 
diagnosis and change. Springfield, Va., National Technical Information Service, 
1973. 437 pp. (AD-771-423) 
"The study reports on a four year organizational diagnosis and change program. 
A review of previous full system organizational development projects is presented, 
and the potential contributions of this project are outlined. The present organiza- 
tion, the researcher-consultants, and the beginnings of the project are discussed 
in detail to provide a clear understanding of the inception of the project. A 
theory of organizational research methods with application to both basic research 
and diagnosis is presented, and three methodological studies employing the theory 
are presented. A theory of consultation is delineated, and examples are delineated 
to make its meaning operational." 


Performing organization: Yale University, Department of Administrative Sciences. 


12-26 Tech. Rpts. ED-078-598 
Alderfer, Clayton P. and John Holbrook. 
A new design for survey feedback. Washington, Educational Resources Information 
Center, 1973. 31 pp. 

"This study presents a theoretical discussion analyzing and explaining the use 
of group methods in feeding back diagnostic data to organizations. A new design-- 
the peer group-intergroup model--is presented and compared to the traditional 
family group model. Data evaluating one implementation of this design showed 
that it was associated with senior officers of a bank changing their attitudes 
toward the relevance of a diagnostic study and their willingness to consider 
changing their own behavior. Changes in organizational practice also followed 
the feedback." vey! , 

Paper presented at American Educational Research Association annual meeting, 
New Orleans, Louisiana, February 25-March 1, 1973. 











CHANGE, ORGANIZATIONAL (Cont'd) 
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12-27 
Gannon, Martin J. and Charles J. Kopchik. 


The percentile approach to OD assessment. Business horizons, vol. 17, no. 5, 
October 1974, pp. 81-87. 

After critically evaluating various methods of organizational development 
authors propose the percentile gap method for analyzing the effectiveness of 
personnel practices in multi-unit organizations. Both authors are associated 
with the U.S. Civil Service Commission. 


12-28 
Herzberg, Frederick. 


Managing people in an era of hopelessness. Industry week, vol. 183, no. 6, 
November 11, 1974, pp. 44, 46, 50+. 

Dr. Herzberg discusses "people obsolescence" as a demoralizing factor on the 
work force. The trend toward occupational specialization is decried by the author 
who offers ten recommendations to help management cope with change and keep the 
organization effective. 


2g 


-2 M-Fiche 


Roberts, Julian. 


Research dilemmas in testing models for organizational change. Washington, 
Educational Resources Information Center, 1973. 16 pp. (ED-075-944) 

These studies of organizational change rely on participation of involved 
persons rather than on situational variants or interpersonal relationships and 
often obtain information on two or more variables from the same respondents. 

Paper presented at American Educational Research Association annual meeting, 
58th, New Orleans, Louisiana, February 25-March 1, 1973. 


12-30 
Stuart-Kotze, Robin. 


S/I1 
Five conditions for successful OD. Optimum (Canada), vol. 4, no. 3, 1973, 
pp. 25-29. 


Outlines the minimum conditions which must be present for the successful 
implementation of organizational development. 


12-31 S/I 
Tranfield, D. R. 


Organisation development consulting: the problem of the dependent, power-oriented 
client. Journal of European training (Gt. Brit.), vol. 2, no.2, 1973, pp. 151-159. 
Considers the nature of organizational change and what the consultants in or- 
ganizational change attempt to bring about. Discusses three states in the process 
of organizational change, the problems which may arise, and methods which can be 

be used to cope with them. 


CIVIL SERVICE 











12-32 1c204 .Ci2s 
California. Department of Human Resources Development. 


A study of characteristics of successful terminees from the Public Employment 
Program. Prepared by Patsy Van and Gene Inman, Employment Data and Research 
Division. Sacramento, 1973. 44 pp. 

Examines successful participants in the Public Employment Program to 
identify criteria for predicting success of enrollees in future programs. 
Those studied took part in the California Department of Human Resources 
Development Program and terminated between October 1972 and July 1973. 


12-33 , 
Craft, James A. 1e 204 .C84p 


Public service jobs and transitional employment: an analysis of the Vermont 
Experimental and Demonstration Project. Pittsburgh, University of Pittsburgh, 
1974. 200 pp. 

This project was designed to provide empirical data on the feasibility 
and usefulness of Public Service Employment as a means of helping the un- 
employed move into full-time employment and reduce their dependence on transfer 
payments. The program's emphasis was on developing meaningful jobs with public 
and non-profit private employers, selecting and placing clients and helping them 
to move on to non-subsidized employment. 

For an article about this project, see "Public service jobs as transitional 
employment," by James A. Craft in Manpower, vol. 6, no. 10, October 1974, 


pp. 3-7. 6 






















































CIVIL SERVICE (Cont'd) 

















12-34 


lowa. University. Institute of Public Affairs. 
The need for revision of the Iowa state civil service law. Lowa City, 1973? 
2 pp. (IPA grant 73-IA-OIC) 

Statement of the need for revision of the Iowa civil service law plus 
copies of working papers dealing with particular aspects of that law. Topics 
covered include selection, disciplinary action and the appeals process, collec- 
tive bargaining, police and firemen, etc. 

Bound with: Working papers. 


1c203 . Lo9A6n 


12-35 
Public-service jobs: ABC's of President Ford's new program. U.S. 
report, vol. 77, no. 18, October 28, 1974, pp. 83-84. 


Briefly outlines the plans of President Ford's administration on emergency 
public service employment. 


news & world 


CIVIL SERVICE, FEDERAL 
12-36 
Gartaganis, Arthur J. 


Trends in Federal employment, 1958-72. 
October 1974, pp. 17-25. 





Monthly Labor review, vol. 97, no. 10, 


Provides a profile of Federal blue-collar and white collar employment for the 
period 1958-72. "The number of white-collar workers rose 34 percent, from almost 


1.5 million to nearly 2 million...." More than half of this growth was in three 
agencies--DOD, the Postal Service and HEW, 


12-37 
Harris, Philip R. and Frederick C. Dyer. 
What's going to happen to us? An interview with the 
vol. 4, no. 5, September-October 1974, pp. 26-27. 
This dialog between the authors, one a behavioral scientists and the other a 
Federal employee, identifies some possible effects on Federal employees of changes 
in government. 


12-38 


future. Performance, 


Washington's bureaucrats: "real rulers of America." U,S, 
vol. 77, no. 19, November 4, 1974, pp. 38-40, 45-48. 

Article on the Federal bureaucracy attempts to explain "who they are, what 

they do" and why people complain about low efficiency. 


ing numbers of government workers in state and local governments in the same 
light. 


news & world report, 


Also discusses the grow- 


CIVIL SERVICE, FOREIGN 
12-39 
Australia. Public Service Board. 
Background information submitted by the to the Royal Commission on 


Australian Government Administration; Volume 4: personnel management. 
Canberra, 1974. 185 pp. 





Ic166 -Au7A4b 


"Provides information on policies and practices in regard to recruitment, 
promotions and other staff movements, personnel development, manpower planning, 
and the employment of particular categories such as the handicapped, Aboriginals 
and women. Also discussed are the rights and obligations of public servants, 
and a number of other personnel management aspects." 


COLLEGE GRADUATES 





12-40 M-Fiche 
Willett, Lynn H. and William E. Piland. ' 
Employer evaluation of occupational programs. Washington, Education Re- 
sources Information Center, 1973. 21 pp. (ED-078-819) a 
"In an effort to meet the need for a more comprehensive program evaluation, 
staff at Moraine Valley Community College developed a questionnaire and inter- 
view schedule to obtain feedback from employers concerning career programs. 
Questionnaires were sent to all employers who hired graduates of occupational 
; een 1969-1971..." 
rograms between 19 bes 
. Paper presented at the North Central Special Interest Group for Community 
Junior College Research--American Educational Research Association, Ann Arbor, 
Michigan, July 13, 1973. 
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COMMUNICATION TECHNIQUES 





12-4] 
Caylor, John S. and Thomas G. Sticht. 
Development of a simple readability index for job reading material. Washing- 
ton, Educational Resources Information Center, 1973. 7 pp. (ED-076-707) 
"The FORCAST readability index was developed and cross validated on techni- 
cal job reading materials and job candidates." 
Paper presented at annual meeting of American Educational Research Associa- 
tion, New Orleans, Louisiana, February 25-March 1, 1973. 
Performing organization: Human Resources Research Organization. 


M-Fiche 


12-42 

Downs, Cal W., Michael D. Hazen and James Quiggins. 
An empirical and theoretical investigation of communication satisfaction. 
Washington, D.C., Educational Resources Information Center, 1972. 14 pp. 

"Communication satisfaction was tested experimentally among 130 management- 

level personnel in a wide range of fields. Results of the survey questionnaire 
were factor analyzed, item analyzed, and ‘formula analyzed.' Factor analysis 
showed that ‘communication climate' and ‘communication with superiors' are of 
the utmost importance to job holders. Other analyses demonstrated the validity 
of the research procedure. Overall results showed that organizational communi- 
cation and job satisfaction are related and that communication satisfaction in 
organizations is 'multi-dimensional construct.'" 


Paper presented at annual meeting of the Speech Communication Association, 
New York City, November 8-11, 1973. 


12-43 
Foltz, Roy G. and Raymond E. Bouchard. 
Common communications denominators. Management world, vol. 3, no. ll, 1974, pp- 
Authors discuss the best means and methods of upward, downward, and lateral 
communication. The importance of employee involvement is emphasized in creating 
credibility and mutual respect. 
12-44 
Gates, Al. 
Communication: an activity of awareness. 
November 1974, pp. 11-13. 
Author differentiates between listening and hearing and 
“activity of awareness" is the difference. 


Supervision, vol. 36, no. 11, 


feels that an 
He emphasizes that written communi- 
cation should be considered as "active" communication on the part of both the 
writer and the reader. 


12-45 1e552 -H96r 1973 
Huseman, Richard C., Cal M. Logue and Dwight I. Freshley, eds. 
Readings in interpersonal and organizational communication, 2d. ed. Boston, 


Holbrook Press, 1973. 584 pp. 

Includes sections on written and oral communications, listening, communicating 
within the organizational structure, the role of communication in resolving con- 
flict and motivating employees, communication through various types of interviews 
(selection, appraisal, exit, etc.), and communication in small groups. 

12-46 

Leese, Joseph. 
The bureaucratic colander. Personnel journal, vol. 53, no. 10, October 1974, 
pp. 757-760. 

Reports on a study of three levels of an organization--worker, supervisor, 
and general superintendent--to determine to what extent there was transmission 
and/or filtration of information from supervisors to workers. 

12-47 
Murray, Michael H. 
Can you say "no" without twisting the knife? Supervisory management, vol. 19, 
no. ll, November 1974, pp. 16-20. 
Writing a negative letter that will elicit a positive response is the subject 


of this article. The importance of the supervisor handling a situation in which 
he must say no is emphasized. 


Tech. Rpts. ED-084-613 
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CONFERENCES 
12-48 


Rush, Francis M, and Victor F. Phillips, Jr. 
Getting the most out of meetings. 
1974, pp. 55-61. 


Author aims at specifying various dimensions of meetings in organizations 


and states their functions in terms of more general organizational considerations. 
CREATIVE THINKING 


12-49 


Business horizons, vol. 17, no. 5, October 





O'Grady, E. Emmett. S/I 


The: road to creativity. Optimum (Canada), vol. 4, no. 4, 1973, pp. 61-70. 
A discussion of the creative process, especially as it relates to management. 
Outlines five phases in creativity: 
fication, and communication. 
DECISION- MAK ING 


preparation, incubation, illumination, veri- 





12-50 HF5415 «C35 
Chambers, John C., Satinder K. Mullick and Donald D. Smith. 
An executive's guide to forecasting. New York, J. Wiley, 1974. 308 pp. 
Discusses the basic principles of forecasting for decision-making and the 
major techniques used. Considers the role of the manager-analyst. Provides 


examples of typical decisions made during the product life cycle. Includes a 





bibliography. Based on a Harvard Business Review article, "How to 
choose the right forecasting technique." 
12-51 M-Fiche 


Dalkey, Norman C, 
Group judgement technology. Springfield, Va., National Technical Information 
Service, 1973. 19 pp. (AD-771-575) 

"The Delphi Project is to develop improved procedures for the use of expert 
judgement in decision-making through computer-based on-line decision structure 
which can be employed to formulate policy problems and select preferred policy 
options. The laboratory configuration was completed and a series of experiments 
were conducted. The next progress report will be published 1 Jan. 74." 

Performing organization: University of California 


» at Los Angeles, Department 
of Psychology. 


12-52 

Gellerman, Saul. 
Obstructing creatively. Management today (Gt. Brit.), February 1974, pp. 78-81, 
136. 

Through the use of several case studies the author shows that opposing foolish 
or wasteful ideas, especially those of a superior, may not win honors, "In every 
case it was not enthusiasm, creativity or responsiveness which really mattered. 
What mattered was reality." 


12-53 M-Fiche 
Owen, Steven V. and others. 
Fluency, flexibility, and originality as a function of group size, Washington, 
Educational Resources Information Center, 1973. 14 pp. (ED-075-195) 
"The purpose was to determine the effect of group size on both the total 
and the average per person fluency, flexibility, and originality of responses to 
problem solving tasks. ... Results showed that as group size increased, so did 
the total group fluency, flexibility, and originality; however groups with three 
members were statistically indistinguishable from groups with six members." 
Paper presented at annual meeting of American Education Research Associa- 
tion, New Orleans, Louisiana, February 25-March 1, 1973. 
12-54 
Taylor, Ronald N. and Marvin D. Dunnette. 
Relative contribution of decision-maker attributes to decision processes. Organi- 
zational behavior and human performance, vol. 12, no. 2, October 1974, pp. 286-298. 
A sample of 79 manufacturing managers participated in this study of the 
effects of psychological and demographic attributes on decision processes. 
Cognitive attributes were found to contribute heavily to the evaluative aspects 
of decision-making, while motivational and personality attributes influenced 
stylistic or idiosyncratic decision-making behaviors. 
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DECISION@MAKING (Cont'd) 





12-55 

Wright, Peter. 
The harassed decision maker: 
evidence. 


time pressures, distractions, and the use of 


Journal of applied psychology, vol. 59, no. 5, October 1974, 
pp. 555-561. 


Reports on 


an investigation which tested the hypothesis that "judges operating 
under either time pressure or distraction would tend to systematically place 


greater weight on negative evidence than would their counterparts under less 
strainful conditions." 


12-56 
Zaloom, Victor A, 


The Delphi technique. Journal of systems management, vol. 25, no. 10, 
October 1974, pp. 32-33. 


Explains the use of the "Delphi Method" as a means of using the opinions of 
experts on forecasting and decision/making problems. 
DELEGATION 
12-57 1d26 -M13n 
McConkey, Dale D. 
No-nonsense delegation. New York, Amacom, 1974. 228 pp. 


Explains why delegation is a necessary management art. The symotoms and 
causes of poor delegation are examined, as well as how to delegate properly and 
the roles of the delegator and delegate. 

12-58 
Rosen, Sidney, Richard J. Grandison and John E. Stewart . 
Discriminatory buckpassing; delegating transmission of bad news. Organizational 
behavior and human performance, vol. 12, no. 2, October 1974, pp. 249-263. 
A specific situation of overdelegation or "buckpassing"” is investigated in 
a laboratory experiment. Subjects in the roles of personnel managers were 
studied in regard to their tendency to delegate or not delegate the task of 
informing a job applicant of the decision to hire or not to hire. It was 
initially supposed that subjects would give good news directly and delegate 
to an assistant the transmission of bad news. 
DISADVANTAGED 
12-59 
Bennett, Richard, Harvey L. Jones and Maureen K. Dwyer. 
Training the disadvantaged. Hospitals, vol. 48, no. 20, October 16, 1974, 
pp. 95-96, 98, 100+. 
Article describes a Manpower Administration funded program at the North Shore 
University Hospital in New York. Its aims were to reduce turnover, recruit addi- 
tional employees and train presently employed disadvantaged workers. 





12-60 

Brennan, Peter J, 
WIN--an answer to personnel shortages. 
1974, pp. 53-54. 

The Secretary of Labor describes the application of the Work Incentive 
Program (WIN) to hospital personnel. Examples of welfare recipients becoming 
self sufficient through on the job training programs are given, 

12-61 

Burack, Elmer H. and Gopal C. Pati. 
Employing the disadvantaged: problems and perspectives. 
ment, vol. 13, no. 3, Fall 1974, pp. 27-32. 

The objective of this study was to develop a body of information to help 
practitioners and policy makers integrate the disadvantaged into the stable work 
force. Ten manufacturing and service organizations (including an advertising 
agency, food chain, large utility, state government agency and Federal agency) 
were the participants in the study. Implications of the findings suggest the 
need for a strong origanizational "support system," financial support, and effec- 
tive manpower development and planning. Includes five observations on training. 


Hospitals, vol. 48, no. 21, November 1, 


Human resource manage- 














DISADVANTAGED (Cont 'd) 





12-62 M-Fiche 

Thompson, Lewin, and Associates, Inc. 
Strengthening manpower porgrams for Spanish-speaking Americans. Report of the 
Department of Labor Study Group on manpower needs of Spanish-speaking Americans. 
Washington, Educational Resources Information Center , 1971. 146 pp. (ED-075-626) 

"This report summarizes the findings and recommendations of a study conducted 

cooperatively by a management consulting firm and a team of Spanish-speaking man- 
power specialists. Basic issues explored were: (1) What are the manpower needs 
of Spanish-speaking Americans, (2) How are manpower programs meeting the needs 
at present, and (3) What action can be taken by the Department of Labor, in 
cooperation with other Federal agencies, to strengthen the delivery of manpower 
services." 

12-63 M-Fiche 

Unco, Inc. 
Methodology for measuring cost-effectiveness of manpower programs: develop- 
ment and application. Springfield, Va., National Technica! Information Service, 
1973. 152 pp. (PB-226-862) 

"Using a methodology which was developed earlier, national Job Corps data 

were analyzed. The report presents the results of that analysis in terms of: 
(1) the extent to which vocational training, basic education, and counseling 
improve effectiveness of training as a whole, and at what cost; (2) duration of 
training, and the existence of a point of dimishing returns beyond which centers 
should not continue training of a corps member; and (3) whether the residential 
component of Job Corps appears worth the extra cost." 


DISCIPLINE 


12-64 1e532 ~G79i 
Great Britain. Department of Employment. 


In working order; a study of industrial discipline. Prepared by R. T. Ashdown 
and K. H. Baker, Research enc Planning Division. London, H. M. Stat. Off., 
1973. 68 pp. (Manpower papers no. 6) 
Considers the grounds for disciplinary action, disciplinary procedures, 
disciplinary sanctions, prevention and correction, and the legal perspective. 
EQUAL OPPORTUNITY IN EMPLOYMENT 
12-65 
Ash, Philip. 
Meeting civil rights requirements in your selection programs. Chicago, 
International Personnel Management Association, 1974. 34 pp. (Personnel 
report no. 742) 

Discusses provisions of civil rights laws pertaining to employment and 
identifies selection principles which have developed through court cases. Ex- 
plains how to comply with civil rights requirements in each step of the selection 
process. Appendices list agencies and laws involved in civil rights enforcement 
and public sector court cases and present an audit questionnaire for a merit 
system's selection practices. 

12-66 





Tel52 -As3m 


: Tel52 -Se4g 
California. State Personnel Board. Selection Consulting Center. 


A guide to selection court cases. Sacramento, 1974? Looseleaf. 

Provides summaries of court cases selected to illustrate typical problems 
of fair employment. Includes glossary and topical index. 

Bound with: Selection Compliance Compendium: a Collection of All 
and State Laws and Regulations Dealing with Fair Employment Issues. 
12-67 M-Fiche 

Freeman, Evelyn S. and Charles L. Fields. 
A study of black male professionals in industry. Washington, Educational Re- 
sources Information Center, 1973. 320 pp. (ED-078-773) 

"This study is a first attempt to investigate what happens to the black male 
college graduate after he enters the white business firm. Data were obtained by 
interview in 1971 from 500 black men employed in private industry in professional 
and managerial jobs in the 10 cities having the largest numbers of blacks in the 
labor force (excluding Washington, D.C. and Newark). ... Information was also ob- 
tained from 61 of the white superiors to whom the black respondents reported." 

A report based on this study was issued as U.S. Manpower Administration Man- 
power research monograph no. 26. 

Performing organization: Recruiting Management Consultants, Inc. 


Federal 
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EQUAL OPPORTUNITY IN EMPLOYMENT (cont'd) 
12-68 





S/I 
Hodgson v. Robert Hall Clothes, Inc.: concealed sex discrimination and the Equal 





Pay Act. University of Pennsylvania law review, vol. 122, no. 4, April 1974, 
pp. 1033-1043. 

"This Comment has attempted to describe an unfortunate failure of the court 
to find substantial support either in law or in fact for what may be a sound 
legal principle--that differing economic benefits to an employer may constitute 
a valid basis for differentiating between the rates of pay of sexually segregated 
personnel," 

12-69 

Hyatt, James C, 
Who's next? Courts' protection against job layoffs sought by minorities. Wall 
Street journal, vol. 184, no. 90, November 5, 1974, pp. 1, 27. 

Discusses questions arising from cases where women and minorities have looked 
to the courts for protection against layoffs. Their argument--"that traditional 
seniority-based layoffs--the 'last-hired, first-fired' kind--are discriminatory 
because they threaten jobs newly won by groups long denied equal opportunity." 

12-70 

Kitchings, Suzanne D. 
EEOC regulatory intervention: an underdeveloped means of enforcing title VII. 
Georgetown law journal, vol. 62, no. 6, July 1974, pp. 1753-1770. 

Prior to 1972 when it was granted the power to initiate civil suit, the Equal 
Employment Opportunity Commission had begun to explore intervention in regulatory 
proceedings as a means of detecting and eliminating employment discrimination. 
This comment reviews the EEOC intervention in the AT&T case and explores the 
reasons for and means of encouraging further use of regulatory intervention by 
EEOC, 

12-71 1e365 »~N21LL 
National Clearinghouse on Offender Employment Restrictions. 
Laws, licenses and the offender's right to work; a study of state laws re 
stricting the occupational licensing of former offenders, by James W. Hunt, 
James E. Bowers and Neal Miller. Washington, 1974. lv. 


Purcell, Theodore V. 
How GE measures managers in their employment. Harvard business review, vol. 
52, no. 6, November-December 1974, pp. 99-104. 

Author describes General Electric's equal employment and minority relations 
(EO/MR) measurement format and shows its effectiveness in achieving greater 
minority participation. Its role in manpower development and planning is also 
discussed. 

12-73 
Thompson, Frank J. 
Bureaucratic responsiveness in the cities; the problem of minority hiring. 
Urban affairs quarterly, vol. 10, no. 1, September 1974, pp. 40-68. 
The author seeks "to suggest some circumstances under which urban bureaucrats 
will attempt to respond favorably to challengers; to explain why officials choose 
certain responsiveness tactics in the recruitment sphere; to indicate why efforts 


at hiring responsiveness often fail; and to foster greater insight into merit 
system reform." Oakland, California was the site of this study. 
12-74 Tel52 .W27a 


Washington Local Government Personnel Institute. 
Affirmative action guide for Washington local governments, by Philip K. 
Kienast. Seattle, 1973? 38 pp. (Information bulletin no. 349) 
(IPA grant) 

Includes an overview, information on formulating and implementing the 
program, a selected annotated bibliography, and a check list and suggested 
model affirmative action plan. 

Prepared in cooperation with Association of Washington Cities and Washington 
State Association of Counties. 

















ETHICS 


12-75 

Kernaghan, Kenneth. 
The ethical conduct of Canadian public servants. 
no. 3, 1973, pp. 5-18. 

Recommends a code of ethics for the public service of Canada and outlines 

a Suggested means of establishing one. Reviews the existing guidelines and 
restraints as well as such problem areas as conflict of interests, outside 
employment, gifts, confidentiality, political activity, etc. 

EXECUTIVES 


12-76 


S/I 


Optimum (Canada), vol. 4, 


le32 -Cl6c 
Canada. Public Service Commission. 


A comparative study of managerial job dimensions and job types of middle and 
senior management in the Canadian Public Service. Prepared by M. A. Leim and 
L. W. Slivinski, Managerial Assessment and Research Division, Career Assignment 
Program. Ottawa, 1972. 77 pp. 
12-77 
Chamberlin, Anne. 
An executive odyssey: looking for a job at fifty-five. 
no. 5, November 1974, pp. 192-195, 198, 202+. 


Article describes the experiences and job search techniques of an out of work 
executive. 

12-78 

Franc, Max B. 


Fortune, vol. 90, 


M-Fiche 
Washington, 

14 pp. (ED-076-283) 

"As a result of exploratory work for training Chicano youths for entry- 

administrator positions ir 

which such programs can 


Communication, administration, and Mexican-American administrators. 
Educational Resources Information Center, 1972. 


«+. agencies, 3 areas are discussed: (1) ways in 
improve communication between Mexican Americans and 
other public administrators; (2) techniques to identify substantive communi- 
cation breakdowns in such programs; and (3) training devices for improving 
communication skills." 
Paper presented at the Rocky Mountain Social Science Association meeting, 
Salt Lake City, Utah, April 28-29, 1972. 
12-79 
Murray, Thomas J. 

Industry's disenchanted VPs. Dun's, vol. 104, 5, November 1974, pp. 77-79, 146. 
Author comments on the frustrating situations of many vice presidents and 
factors within companies and in the economy that contribute to these feelings. 

12-80 
é sorge P. ; 
gage Ni th for senior positions in the Australian pean ae 
Public administration (Australia), vol. 33, no. 2, June a PP> aten a the 

This paper is concerned primarily with manpower planning yr wba a 
Second Division of the Australian Public Service, naling those "engagec i 
policy advising and high level management functions. 

12-81 

Villarreal, John J, 
Employment contracts for managers and professionals. 
no. 10, October 1974, pp. 736-738. 

The author proposes the use of employment contracts to give definition to the 
relationships between individuals and organizations and a clear basis for settling 
disagreements. He discusses the implications of this proposal, the types of con- 
tracts, and the workability of the concept. 

EXECUTIVES--ABILITIES AND CHARACTERISTICS 

12-82 

Burkholder, Robert A. 
It's results that count. Journal of systems management, vol. 25, no. 11, Novem- 

> / > = 

gga iy Ay can analyze how he actually spends his time, how 
he can identify the factors causing a wide divergence between actual and desired 
time spent, and how he can appraise his need for better time management and devel- 
op a plan of corrective action. 


Personnel journal, vol. 53, 
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EXECUTIVES--ABILITIES AND CHARACTERISTICS (Cont'd) 
12-83 
Jackson, John H. and Roger L. Hayen, 
Rationing the scarcest resource; a manager's time. Personnel journal, vol. 53, 
no. 10, October 1974, pp. 752-756, 778. 

Author provides a Time Management Self Analysis chart and explains how to 
arrive at the best utilization of a manager's time. 





12-84 
Marting, Barbara J. 
Time management--an economic resource; part l. 


Performance, vol. 4, no. 5, 
September-October 1974, pp. 8-10. 

Offers the manager suggestions for more effectively utilizing his time. 
Stresses the importance of knowing how time is spent and having the motivation 
to utilize time more effectively. 

12-85 

Morse, Stephen. 
The Grey Eminence principle. Management today (Gt. Brit.), February 1974, 
op. 74-77, 135. 

The author questions the assumption that "chief executives are supposed to 
run and dominate the firm--all other mortals of lesser eminence walk in the 
great man's shadow."" He offers several examples where this was not the case, 
and suggests that a more collegial style of leadership may be more successful. 

12-86 


Oncken, William J., Jr. and Doneld L. Wass. 
Management time: who's got the monkey? Harvard business review, vol. 52, 
no. 6, November-December 1974, p. 75-80. 

Article explores a manager's management of time as it relates to interaction 
between the manager and his boss, his peers and his subordinates. Authors claim 
a manager must control not only time but the content of what he does and not de- 
vote excess time to subordinate imposed projects. 


EXECUTIVES --EVALUATION 





12-87 
Heneman, Herbert G., III. 
Comparisons of self- and superior ratings of managerial performance. Journal 


of applied psychology, vol. 59, no. 5, October 1974, pp. 638-642. 

"Self- and superior ratings of performance of nine dimensions were obtained 
from an interorganization sample of managers by a mail questionnaire. It was 
found that self-ratings possessed less leniency, restriction of range, and halo 
error than did superior ratings. The ratings only partially met the requirements 
of convergent and discriminant validity. Possible explanations for the results 
and implications for future research on managerial performance were suggested." 


12-88 

Reath, Henry T. 
Judicial evaluation--the counterpart to merit selection. 
tion journal, vol. 60, October 1974, pp. 1246-1248. 


Suggests that the key to revitalizing the judiciary is effective merit selec- 
tion and retention of judges. 


American Bar Associa- 


EXECUTIVES- -HEALTH AND MEDICAL CARE 





12-89 


Ogilvie, Bruce C. and Albert L. Porter. 
Business careers as treadmill to oblivion: the allure of cardiovascular death. 
Human resource management, vol. 13, no. 3, Fall 1974, pp. 14-18. 

"It is the thesis of this paper that the executive suicide syndrome must be 
examined not only in its extreme form (actual self-inflicted death) but as a 
scale or spectrum of self-destructive actions which are utilized by men and 
women operating at high levels of achievement." 

The authors attempt to show how heart disease can be seen as an unconscious 
suicide solution to the internal conflicts often faced by these high achievers. 
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EXECUTIVES--PAY AND FRINGE BENEFITS 





12-90 Ie53  .Ex3P93c 1973 
Priestland Associates, comp. 
Compensation and benefits for association executive personnel. Rev. Washington, 
American Society of Association Executives, 1973. 46 pp. 
Provides data on compensation for various management positions by size, type 
and geographic location of the association. Includes additional data on fringe 
benefit practices for management level personnel. 


EXECUTIVES - -RECRUILTMENT 
12-91 





Perham, John C, 
The big hunt for executives. Dun's vol, 104, no. 5, November 1974, pp. 56-63. 
Author claims that despite the troubled economy there are many high paying 
jobs for executives. Statistics on industries hiring, position, locations and 
salaries are included. 
EXECUTIVES - -SELECTION 


12-92 





Levinson, Harry. 
Don't choose your own successor. 
November-December 1974, pp. 53-62. 


Author explains his reasons why the chief 
his own successor 


Harvard business review, vol. 52, no. 6, 


Be executive officer should not chose 
- and proposes the reliance on a committee to select successors 
or important managerial positions. 


12-93 S/I 
Mesnard, Richard. 
How to select and use the creative individual in management. Labour gazette, 


(Canada), vol. 73, no. 10, October 1973, pp. 659-662. 

Discusses two working personalities: maintenance Seekers who work to 
maintain themselves, and motivation seekers who are motivated by the job and 
have latent talents to execute any job they are given. Tells how to recognize 
creative employees and utilize them properly. 


EXECUTIVES - - TRAINING 





12-94 Ref. 1e424 -Am29m 1974-75 (Nov.-Apr.) 
American Management Association. 
Management development guide; November 1974 through April 1975. New York, n.d. 
272 pp. 
Part 1 contains a special career development section which outlines a system 
atic program for managerial skills development, facts on the Continuing Education 
Unit; and titles, dates, locations and descriptions of meetings, and facts on 


customized in-company training. Part 2 provides registration blanks; a schedule 

of Presidents Association meetings; a description of the new Professional Institute; 
a section on the Center for Planning and Implementation; descriptions of in-company 
training programs; details on Operation Enterprise, a list of upcoming conferences 
and a listing of best-selling AMACOM publications. 


12-95 S/I 
Casey, David and Mel Berger. 
Leadership training can have factory pay-off. Journal of European training 
(Gt. Brit.), vol. 2, no. 2, 1973, pp. 142-150. 
Discusses the re-design of a management training course in which the 
trainers found that there was little transfer from the classroom to the factory 
environment. What they learned, how they corrected their mistakes, and how they 
evaluated the revised program are described. 


12-96 


Farnsworth, Terry. 
How to manage development. Management today (Gt. Brit.), February 1974, 
pp. 92-94, 96, 140. 

In order to gain the support of top management for training programs, the 
trainer "has to think, act and project like a businessman." The author offers 
some guidelines on preparing and presenting a "business-like" approach to manage- 
ment development. 








EXECUTIVES--TRAINING (Cont'd) 





12-97 S/I 
Harrison, Roger. 
Developing autonomy, initiative and risk-taking through a laboratory design. 
Journal of European training (Gt. Brit.), vol. 2, no. 2, 1973, pp. 100-116. 
Uses vignettes from actual training sessions to illustrate the range of 
material and activities used in laboratory designs. The author Says that 
these methods are too new to have been assessed by resecrch. He offers his 


own assessment of "educational technology" in self-directed management edu- 
cation. 


12-98 
Zeira, Yoram. 
The systems approach to management development; studies in frustration and 
failure. Organizational dynamics, vol. 3, no. 2, Fall 1974, pp. ae. 
Paper based on five cases in which the author attempts to show that "implementa- 


tion of the systems approach is much more complicated than the literature indicated. 


He summarizes the systems approach to management training and then describes the 
main problems of implementation. He calls for simplification of the systems tech- 
niques and for the use of alternative methods of management development. 


FREEDOM OF INFORMATION 





12-99 JK468 -S4D73n 
Dorsen, Norman and Stephen Gillers, eds. 
None of your business. New York, Viking Press, 1974. 362 pp. 

Partial contents: Executive privilege: the President won't tell, by 
Norman Dorsen and John Shattuck; Administering the Freedom of Information Act: 
an insider's view, by Robert L. Saloschin; Rights of people: The Freedom of 
Information Act, by Harrison Wellford; Blowing the whistle on a ee 
Ernest Fitzgerald; The technology of secrecy, by Alan Westin; Government s 4, 
in the United Kingdom, by J.A.G. Griffith. an 

Based on proceedings of a conference on government secrecy held in New York, 
May 18-19, 1973, sponsored jointly by the Committee for Public Justice and the 
Arthur Garfield Hays Civil Liberties Program at New York University School of 
Law. 

At head of title: Government secrecy in America. 


FRINGE BENEFITS 















12-100 
Foegen, J. H. 


The fringe benefit spiral: inflation impetus. Human resource management, 
vol. 13, no. 3, Fall 1974, pp. 23-26. 

Points out the continuing spiraling cost of fringe benefits and the likeli- 
hood that they will be paid for with higher prices rather than productivity 
gains or reduced profits. Suggests that employers resist unwarranted in- 


creases and weigh the evidence carefully to determine those benefits that are 
actually required. 


12-101 


Tech. Rpts. PB-221-288 
Jackson, Mattie P. and Thomas C. Taylor. 


Child day care demonstration project for children of Department of Labor 
employees. Springfield, Va., National Technical Information Service, 1972. 
21 pp. 

"A brief overall report on the activities of the Department's employer- 
Sponsored child day care center demonstration project for the children of 
employees. The continuing objectives of the project are to determine the 
effect of comprehensive child care on employee stabilization, measure the 
significance of parent participation, and provide a model of employer spon- 
sored child care. The project provides full day child care services for 60 
children of employees. Involvement of parents in center activities is a 
vital segment of the program. The Assistant Secretary for Administration 
and Management is responsible for overall policy, direction, management and 
assessment of: the project. An independent evaluation will assess the impact 
of the effort." 
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FRINGE BENEFITS (Cont 





12-102 
Krug, Doris N. and others. 


M-Fiche 


Evaluation of the Office of Economic Opportunity Child Development Center. 


Washington, Educational Resources Information Cente 
(ED-080-168) 


"A study was conducted to evaluate parents’ reactions to 


or, 1972. 


227 pp. 


utilization ol 


ind 


the Child Development Center (CDC) sponsored by OEO for its Washington, D.C. 


based employees." 
Performing organization: 
12-103 


Profit Sharing Council of America. 


Westat Research, Inc. 


229 pp.. 
Covers the nature of profit sharing, cash plans, 


profit sharing plans, operating a plan, and trends 
sharing. 


GROUP RELATIONS 

12-104 

Kaplan, Robert E. 

| Managing interpersonal relations in task groups: 








Guide to modern profit sharing, ed. by Pearl Charlet Orlando. 


le72 -P94p 
Chicago, 1973. 


provisions of qualified 


and developments in profit 


M-Fiche 


a study of two contrasting 


strategies. Springfield, Va., National Technical Information Service, 1973. 
203 pp. (AD-771-424) 
"The report compares the effects of two types of group maintenance on group 


performance effectiveness and group member experie 


neces. Group maintenance is 


defined as the way in which interactions among individuals in a group are 


managed. Two general hypotheses were proposed: 


results in a more fruitful (if more taxing) experi 


(b) adaptive maintenance leads to superior task pe 


Performing organization: 
| 12-105 
Zander, Alvin F, 
Productivity and group success: team spirit vs. 
Psychology today, vol. 8, no. 6, November 1974, pp 
The author contrasts the goals and achievements 


and a group. 


more flexible and more involving for a larger part 
HANDICAPPED 


12-106 
Boxx, W. Randy and Alex J. Simon. 

Is "Mr. Right" the wrong man for the job? 
6, September 1974, pp. 42-47. 
"As many businesses follow the antiquate 
vacant jobs with over-qualified applicants, the 
the individuals who are placed on the job 


no. 


as a result, 

suggests that the physically handicapped 

more extensively in routine, repetitive 
bolster his argument. 


12-107 
Kemp, Bryan J. and Sharon Y. Moriwaki. 


different vocational education settings. 


Educational Resources Information Center, 1972 


initial abilities." 
Performing organization: 


Rancho Los Amigos 
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the 
. 64-65, 67-68. 


Personnel administrator, vol. 


the business faces an employee turnover problem. 
and the mentally retarded be used 


jobs and cites research findings to 


(a) adaptive maintenance 
ence for group members, and 


rformance." 


Yale University, Department of Administrative Science. 


individual achiever. 


of the "self-centered achiever" 


He feels that too much emphasis on the individual and on success 
can have damaging effects on persons OF groups that have experienced failure. 
"By creating conditions that nourish group desire for success and then by re- 
warding group accomplishments, I believe many of our institutions could become 


of our population." 


19, 


d employment policies of filling 


results are two-fold. First, 


are occupationally handicapped; and 


" The author 


M-Fiche 


The influence of psychosocial factors on the success of disabled persons in 
Final project report. 
. 119 pp. 
"The performance of disabled persons in three types of vocational settings 
(college, skill training, and work evaluation/work experience samples) was 
examined to determine if the factors contributing to objective measures of 
success varied as a function of the program demands or the client/student's 


Washington, 
(ED-078-138) 


Hospital, Inc. 








HEALTH, EMPLOYEE 
12-108 


Scheffler, Richard M. and George Iden. 
The effect of disability on labor supply. 
vol. 28, no. 1, October 1974, pp. 122-132. 

Article reports on a study which concluded that the dis 

population constitutes a major factor in dete 
is defined as long term health rel 
function in a job. 

HEALTH MANPOWER 


12-109 


Industrial & labor relations review, 


ability status of the 
rmining labor supply. Disability 
ated impairment limiting one's capacity to 





Bognanno, Mario F, and Michael J. Delaney. 
An economic analysis of the future work plans of inactive married professional 
nurses. Minneapolis, University of Minnesota, Industrial Relations Center, 
1973? 12 pp. (Report 93) 
The analysis is based on the questionnaire responses of 323 inactive, married 
nurses who were residents of lowa in August-September 1968. 


12-110 M-Fiche 

U.S. Public Health Service. 
Developments in health manpower licensure: a follow-up to the 1971 report on 
licensure and related health personnel credentialing. Prepared by Harris S. 
Cohen and Lawrence H. Miike, Bureau of Health Service Research and Evaluation, 
Health Resources Administration. Springfield, Va., National Technical Infor- 
mation Service, 1973. 69 pp. (PB-227-544) 

"This report demonstrates DHEW's firm commitment to establish an information 
clearinghouse on professional licensure. Part One of the report assesses the 
previously recommended moratorium on the licensure of new categories of health 
manpower not presently licensed by the States and its recommended extension 
through 1975. Part Two, consisting of eight chapters, considers recent develop- 
ments in the licensure of health manpower." 


HOURS OF WORK 





12-111 

Swart, J. Carroll. 
"What time shall I go to work today?" 
1974, pp. 19-26. 


The concept of flexi-time, examples of U.S. firms operating under it, 
feedback information on its pros and cons are conside 


Business horizons, vol. 17, no. 5, October 


and 
red in this article. 
HUMAN RELATIONS 
12-112 
U.S. Department of Housing and Urban Development. 
Curriculum guide: human relations in management. Instructor's manual: I, 
Student workbook: II. Washington, Educational Resources Information Center, 
1973. 287 pp. (ED-079-600) 

"Designed primarily for management personnel in public administration, the 
purpose of the course is to examine the personal interaction between a manager 
or supervisor and the people with whom ne deals in work situations so that effec- 
tive management of people can be attained." 

Reprint of combined instructor's manual and student materials for a training 
course entitled Human Relations in Government organized by the University of 
Northern Iowa under contract to the Institute of Public Affairs at the State 
University of Llowa. 


M-Fiche 





INCENTIVE AWARDS AND PROGRAMS 
12-113 
Foos, Charles H,. 


How employees can improve the quality of suggestions. 
no. 5, September-October 1974, pp. 18-20. 


Points out several ways of helping employees improve the quality of sugges- 
tions submitted through organizational suggestion systems. 


Performance, vol. 4, 
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INSURANCE, HEALTH 





12-114 1e569 -Cl2s 
California. Public Employees' Retirement System. 
Survey of consumer experience report of the State of California employees’ 
medical and hospital care program... Prepared under the policy direction 
of the Medical Advisory Council to the Board of Administration of the. 
Sacramento, 1973? 131, 27 pp. 
Survey covered the period May 1970-April 1971, and more than 120,000 
public employees (active and retired), together with their dependents. 


INVASION OF PRIVACY 
12-115 
Martin, James. 





1d201 -M36s 


Security, accuracy, and privacy in computer systems. Englewood Cliffs, N.J., 
Prentice-Hall, 1973. 626 pp. 

Partial contents: The design of the computer system; Design of physical 
security; Design of administrative controls. 


JOB ANALYSIS 


12-116 
Hutchinson, Maret. 
Payoff on job analysis training. Public welfare, vol. 32, no. 1, Winter 
1974, pp. 64-70. 
Discusses the Functional Job Analysis (FJA) system which is used as a 
training program for analysts who are needed to restructure organizations and 


to insure equal employment opportunities. Also can be used as a tool for seeing 
manpower problems in a systems context. 


JOB ENRICHMENT AND ENLARGEMENT 


12-117 1d65 -W14j 
Walima, Susan E, 
Job enrichment; an action guide. Oakland, Calif., Kaiser Aluminum & Chemical 
Corporation, Organization Development, 1974. 45 pp. 
A booklet that describes job enrichment--what it is and how to do it. In- 
cludes bibliography. 


S/I 





12-118 

Dubin, Robert and others. 
Implications of differential job perceptions. Industrial relations, vol. 13, 
no. 3, October 1974, pp. 265-273. 

Study measures the differential perceptions of 16 craft jobs by several 
groups of employees in an organization, It was found that incumbents viewed 
their jobs differently than other individuals familiar with tne same job, such 
as their supervisors or peers; that entry-level jobs were rated higher by their 
incumbents in almost all of the eight job characteristics analyzed; and that on 
Dealing with Others, Autonomy, and Variety the incumbents rated their jobs higher 
than did supervisors and peers, but lower on Wholeness of Job. 


12-119 
Robinson, David D., Owen W. Wahlstrom and Robert C. Mecham. 


Comparison of job evaluation methods: a "policy-capturing" approach using the 
position analysis questionnaire. Journal of applied psychology, vol. 59, no. 5, 
October 1974, pp. 633-637. 

"A policy-capturing method of job evaluation, which involved the multiple 
regression weighting of numerical job analysis data obtained using the Position 


Analysis Questionnaire (PAQ), was used to predict compensation rates in two 
studies. In Study 1, compensation rates were derived and compared for 19 
municipal government jobs using the policy capturing and four conventional 
methods. ... In Study 2, (PAQ) data and job evaluation points previously deter- 
mined using a point method were obtained for 131 jobs in a utility company. ... 
Because of comparable results and lower cost, the policy-capturing method was 
adopted in both organizations." 








JOB SATISFACTION 
12-120 
Baker, Cherry. 





Job enrichment and job satisfaction--selected overseas studies. Part 3: 
European studies. Personnel practice bulletin (Australia), vol. 30, no. is 
June 1974, pp. 149-161. 

The third part of a series of articles summarizing research projects and 
experiments in the areas of job enrichment, job satisfaction and attitudes 


toward work. This segment examines projects in Norway, Sweden, Germany and 
Yugoslavia, 





For P»rt 1 on American studies, see Personnel Literature, vol. 33, no. 7, 
July 1974, item 7-125. For part 2 on British studies, see Personnel Literature, 
vol. 33, no. 10, October 1974, item 10-122. 





12-121 S/I 
Boase, Robert G, 
Thoughts on the changing work ethic. Optimum (Canada), vol. 4, no. 3, 
1973, pp. 19-24. 


Author foresees such trends as work and leisure no longer being sepa- 
rate spheres, jobs becoming increasingly important to individuals, work becoming 
more mental in its nature, and a shift from a religious to a secular work ethic. 


12-122 1e543 -C12j 
California. University. Graduate Schoo! of Administration. 
Job scope, job satisfaction, and the Protestant ethic: a study of enlisted men 
in the U.S. Navy, by Eugene F. Stone. Irvine, 1974. 14, 5 pp. (Technical 

report no. 27) 

It was found in this study that the job scope-satisfaction with the work it- 
self relationship was positive for the total study sample and for subsamples and 
that the relationship was not moderated by the degree to which workers had internal- 
ized the Protestant work ethic. The findings support the position that job en- 


richment would be an appropriete strategy for employees with different work values. 


sich M-Film 

Casady, Mona J. C. 
Job satisfaction of magnetic typewriter operators in word processing. 
Ann Arbor, Mich., University Microfilms, 1974. 195 pp. 





Doctoral dissertation, University of Minnesota, 1973. Abstracted in 
Dissertation Abstracts International, yol, 34, no. 7, January 1974, 
p. 4099-A, 
12-124 M-Fiche 


Cascio, Wayne F, 
Value orientation, organizational rewards, and job satisfaction. Washington, 
Educational Resources Information Center, 1973. 98 pp. (ED-082-057) 
"The nationwide sales force ... of a large food and beverage firm 
responded to a mail survey designed to investigate the role of value orien- 
tation as a moderator of the relationship between organizational rewards and 
job satisfaction. Of the two main elements in the investigation, the first 
was concerned with the predictive efficiency of two different measures (one 
ipsative and one normative) of intrinsic-extrinsic orientation, and the second 
was an empirical test of some predictions from the Lawler-Porter model. Using 
the orientation measures which were derived from the first part of the study. 
Results indicated that the normative instrument (Survey of Work Values) was 
most predictive of both intrinsic and extrinsic value orientation." 
Performing organization's University of Rochester, Management Research Center. 
12-125 
Ersay, Molly Ann. 
People are the real processors. Government executive, vol. 6, no. ll, November 
1974, pp. 37, 39. 
Discusses a study of the attitudes and job satisfaction of employees of 
four Army Word Processing Centers in Washington, D.C. Suggests using several 
basic management concepts and procedures to reduce the personnel problems indi- 
cated by the study. 
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JOB SATISFACTION (Cont'd) 





12-126 1e491 -G56m 
Goldring, Patrick. 
Multipurpose man. New York, Taplinger Pub. Co., 1974. 120 pp. 
Goldring sees Multipurpose Man as "the new man for the new age." He is 


"the worker with more than one skill, more than one working interest, more than 
one job. ... He does not reject the concept of one full-time job if the job it- 
self is sufficiently stimulating in variety and challenge. But he is concerned 
to create a working life for himself which must be challenging and fulfilling to 


him as a man as well as materially rewarding." Goldring discusses the impact of 
this change. 
Chapter 8: "The liberation of women." 
12-127 S/I 


Hamner, W. Clay and Donald L. Harnett. 
Goal setting, performance and satisfaction in an interdependent task. Organi- 


zational behavior and human performance, vol. 12, no. 2, October 1974, pp. 217-230. 
“This study was designed to determine the effect that goals have on performance 
and the effect that performance has on reported levels of satisfaction in a com- 


petitively structured task. The results of this study give strong evidence to 
Locke's theory ... that the most immediate, direct motivational determinant of 
task performance is the subject's goal, and to Ilgen and Hamstra's theory 

that satisfaction with one's performance is a function of the difference between 


actual performance and performance goals, and also a function of the difference 
between actual performance and performance of a reference person." 
12-128 


Herold, David M. 
Interaction of subordinate and leader characteristics in moderating the 
consideration-satisfaction relationship. Journal of applied psychology, 
vol. 59, no. 5, October 1974, pp. 649-651. 

"The relationship between leader consideration and worker satisfaction was 
shown to vary for groups of subordinates reporting (a) different levels of need 
for independence and (b) supervisors with different levels of hierarchical in- 
fluence. In a sample of 91 nonsupervisory industrial workers, relationships 
between consideration and three facets of satisfaction were significantly 
positive for those subordinates low in independence who had supervisors low 
in influence and for subordinates high in independence who had supervisors 
high in influence." 


12-129 
Ives, R. S. and R. Ferdinands. 
Working in a landscaped office. Personnel practice bulletin (Australia), vol. 30, 
no. 2, June 1974, pp. 126-141. 
Findings of a study of attitudes toward working in the landscaped office of 
the Nunawading, Australia, city council are reported. Advantages and disadvantages 
were cited by employees, supervisors and senior council officers in regard to 
communication, effectiveness of supervision, productivity and other factors 
affected by the new office design. 
12-130 S/I 
Mills, Ted. _* 
The thirteenth dilemma. Optimum (Canada), vol. 4, no. 4, 1973, pp. 15-27. 
The author outlines 13 dilemmas faced by work organizations in improv- 
ing the quality of work. The thirteenth dilemma he regards as “action or 
inaction" on the social issue of whether industry is going to do something 
positive about human resources and the quality of work life. 
Based on an address to the Public Affairs Council, Washington, D. C., 
May 24, 1973. 


12-131 
Nash, Kenneth. 
Worker alienation. Library journal, vol. 99, no. 20, November 15, 1974, 
pp. 2939-2943. 
"The purpose of this bibliographic essay is to call attention to, and place 
in perspective, the recent monographic literature on worker alienation in America." 
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12-132 M-Fiche 

Porter, Lyman W., Robert Dubin and Richard T. Mowday. 
Unit performance, situational factors, and employee attitudes in spatially 
separated work units. Washington, Educational Resources tntormation Venter, 
1973. 39 pp. (ED-080-842) 


"This study investigated relationships between work unit performance, employee 
attitudes, and situational characteristics among 411 female clerical workers in 
37 branch banks. The work units were characterized by spatial separation and 
performance of similar function. ... Results indicate that employee attitudes 
were significantly related to branch performance." 

This research is also reported in an article of the same title appearing 
in Organizational Behavior and Human Performance, vol. 12, no. 2, October 1974, 
pp. 231-248. 

Performing organization: University of California, Berkeley, Graduate’ Schoo] 
ministration. 

12-133 

Porter, Lyman W., Richard M. Steers and Richard T. Mowday. 
Organizational commitment, job satisfaction, and turnover among psychiatric 
technicians. Journal of applied psychology, vol. 59, no. 5, October 1974, 
pp. 603-609, 

A longitudinal study across a 10% month period to measure changes in organi- 
zational commitment and job satisfaction as related to turnover among newly em- 
ployed psychiatric technicians. Organizational commitment was found to dis- 
criminate better between stayers and leavers than did various components of 
job satisfaction. 





12-134 
Robey, Daniel. 
Task design, work values, and worker responses: an experimental test. Organi- 
zational behavior and human performance, vol. 12, no. 2, October 1974, pp. 264-273. 
"Sixty subjects participated in an experiment to test the hypothesis that job 
satisfaction and performance are affected by the interaction of task design and 
work values....'"' The hypothesis was supported; however, no conclusive evidence 
was derived from the study to support any conclusions regarding the effect of 
job enrichment on work behavior. 
12-135 
Staines, Graham I., Margaret R. McCullough and Robert P. Quinn. 
Is worker discontent rising? Economic outlook USA, vol. 1, no. 3, Summer 1974, 
pp. 10-11. 
Results of surveys done from 1958 to 1973 by the Survey Research Center of 
the University of Michigan show that "job satisfaction for the working population 
as a whole increased between 1962 and 1964 and remained high into 1973." Authors 
feel that even though no decrease in job satisfaction has appeared, "some of the 
data already in hand convey a warning." 
12-136 
Stone, Eugene F. and Lyman W. Porter. 
Job scope and job satisfaction: a study of urban workers. Springfield, Va., 
National Technical Information Service, 1973. 23 pp. (Technical report no. 22) 
"The relationship between job scope and job satisfaction was examined for a 
sample of urban, predominantly blue-collar, employees. Incumbents in sixteen 
jobs provided data on job characteristics (N = 164) and job satisfaction (N = 593). 
Rank-order correlation coefficients were computed between mean job scope indices 
and mean job satisfaction levels for the sixteen jobs. Results showed the job 


scope indices (e.g., variety, autonomy, etc.) were positively related to satisfac- 
tion with the work itself." 


S/I 


Tech. Rpts. AD-771-326 


12-137 
Wanous, John P. 

Individual differences and reactions to job characteristics. Journal of 

applied psychology, vol. 59, no. 5, October 1974, pp. 616-622. 

Urban vs. rural background, strong vs. weak belief in Protestant work ethic, 

and high vs. low "higher order" needs were used to measure individuals' differences 

in employee reactions to job characteristics. "Based on the job satisfaction 

results, higher order need strength is the most useful way to measure this type 

of individual difference, followed by the Protestant Work Ethig,and lastly by 

urban versus rural background of the worker." . 
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Performing organization: California University. Graduate School of Administration. 
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12-138 M-Fiche 

Hauser, Robert M. and David L. Featherman. 
Socioeconomic achievements of U.S. men, 1962-1972, Washington, Educational 
Resources Information Center, 1973. 34 pp. (ED-081-881) 

"We have found that the socioeconomic opportunities of all men in the labor 
force, and especially of blacks, have increased in the past decade, but the 
opportunities for white men to hold high status jobs may have leveled off. 
Black-white differences in educational attainment, occupational status, and 
income have been reduced substantially, but there remain large residues of 
discrimination against blacks in all three areas of achievement." 

Paper presented at the American Sociological Association annual meeting, 

New York, N.Y., August 1973. 

Performing organization: University of Wisconsin, Center for Demography and 
Ecology. 

12-139 HD5724 -H36L 
Helfgott, Roy B. 
Labor economics. New York, Random House, 1974. 522 pp. 

This is a book on the free labor market from the economist's perspective 
but it also is concerned with interdisciplinary matters. 

Partial contents: Worker attitudes in an affluent society; Government unionism, 
Prospects for white-collar unionism; Collective bargaining in public employment; 
The history of hours of work; Recent developments with respect to the work week; 
Overtime hours; Equal employment opportunity, etc. 


LABOR -MANAGEMENT RELATIONS (PUBLIC SERVICE) 





12-140 

Grodin, Joseph R. 
Arbitration of public sector labor disputes: the Nevada experiment. Industrial & 
labor relations review, vol. 28, no. 1, October 1974, pp. 89-102. 

In 1971 the Nevada legislature gave to the governor, at the request of either 
party to a public sector labor dispute and prior to the commencement of factfind- 
inf proceedings, the authority to order the factfinder's award binding. This 
article attempts to show the impact of this procedure during the first two years 
of its operation (1972-1973). 

12-141 1e621 -G9le 
Gross, Ernest. 
Collective bargaining and civil service in New Jersey: an analysis of civil ser- 
vice decisions. New Brunswick, N.J., Rutgers University, Institute of Manage- 
ment and Labor Relations, 1973? 12 pp. 

"This paper discusses the response of the New Jersey Department of Civil Service 
and the Civil Service Commission to the challenge of collective bargaining in two 
areas: (1) unfair labor practices and protected activities of employees, and 
(2) scope of negotiations." ' 

12-142 
Industrial Relations Research Association. 
a” hie oo ee a winter meeting, December 28-29, 1973, 

Partial contents: The. ie i 
wah ee dae lll gf peer dilemma in public sector bargaining at 
theory of management reserved ri he-- sr te at a mong Se 
and measuring the preductivit of sabe enaauae cn hae prone sa, 
Rembead ann : y pu ic employees, by Rudolph A, Oswald; The 

perience /in collective bargaining?, by Paul Yager; Determinz 
~~ differences in union membership among the states, by William J. Relea tial 
pooner pri denies yo tomoer and wage levels as elements in worker 

> é « Sheppard; The union's role in 


1d213 -In2p 1973 Winter 


by Donald F. Ephlin. job enrichment programs, 
12-143 
Kilgras, Donald C, M-Fiche 


Aiind ‘ : 

Gasaewnk eee he role: bargaining--collective negotiations. * 
a mae we se deyere esources Information Center, 1973. 30 pp. (ED-078-541) 

iene aan B won Te <cligregee Spa: public employee negotiation legisl 

ing, the negotiation process, ae tenant cee ie 

concludes that one of the most important skills an i 

might possess is a skill in negotiations or conflic 
Oregon School Study Council Bulletin, Vol 


ation, 
S to bargain- 
in negotiation. He 
administrator of the future 

t resolution." 

16, no. 8, April 1973. 
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12-144 HD6508 .N48c 

New York (City). Bernard M. Baruch College, City University of New York. 
Collective bargaining in higher education, comp. by John C. Allen. New York, 1973. | 
57 pp. (Bibliography no. 1) 









































This bibliography concentrates on a survey of literature relating to faculty 
members, 1971-1973. i 


12-145 

Pendleton, Edwin C, and Paul D. Staudohar. 
Arbitration and strikes in Hawaii public employment. Industrial relations, 
vol. 13, no. 3, October 1974, pp. 299-307. 

Examines "the uneasy coexistence of rights to strike and arbitrate and 
efforts to protect managerial and legislative prerogatives" in Hawaii. Also 
examines the legal mechanisms for implementing the law, actions taken by the 
Hawaii Public Employee Relations Board and court decisions, dilemmas faced by 
the public employee unions, and the law itself. 

12-146 Te621 -R93i 
Rutgers University. Insitute of Management and Labor Relations. 


Information sources for New Jersey public sector collective bargaining, by 
Marlene Shaughnessy. Rev. ed. New Brunswick, 1974. 36 pp. 

Lists statistical sources, reference materials and periodicals on public 
employee bargaining in general as well as sources specifically dealing with 
public employee bargining in New Jersey. Includes a glossary of terms used 
in public employment labor relations. 


12-147 

Schumacher, Stephen E, 
Participative management; can it work in the public sector? Personnel ad- 
ministrator, vol. 19, no. 6, September 1974, pp. 36-40. 

The author asks if the use of participative management changes the effective- 
ness of the exclusive bargaining rights of public employee unions. He feels that 
“it is precisely those matters within the scope of: bargaining that are most con- 
ducive to change through participative management."' He outlines the areas and 
the circumstances under which he feels that participative management can be 
"accomodated" to collective bargaining. 





12-148 
Sklute, Nolan. 
Unfair labor practice proceedings under Executive Order 11491, as amended: a. 


respondent's procedural guide. Air Force law review, vol. 16, no. 1, Spring 1974, 
pp. 13-32. 
Article is designed as a guide on unfair labor practice procedures. Focuses 


heavily on the Rules and Decisions of the Assistant Secretary of Labor for Labor- 
Management Relations. 


12-149 
Staudohar, Paul D. 
Rights and limitations of picketing by public employees. 
vol. 25, no. 10, October 1974, pp. 632-642. 
Article examines judicial restraints on public employee picketing, tederal 


and state laws limiting picketing, and Significant developments in the private 
sector. 


Labor law journal, 


12-150 
Strikes and public employees. Wall Street journal, vol. 184, no. 98, November 15, 
1974, p. 12. 

This editorial comments on George Meany's recent statement to the AFL-CIO's 
new public employee department "that public employes involved in labor disputes 
should strike ‘any damn time you feel like going on strike.'" Mentions some of 
the reasons behind state laws which prohibit public employees from striking and 
discusses the problem of dealing with public employees who violate the law. 











LABOR TURNOVER 





12-151 


Barnes, William F. and Ethel B. Jones. 
Differences in male and female quitting. 
no. 4, Fall 1974, pp. 439-451. 

Quitting to exit the labor force is greater for females and quitting to move 
to another job is greater for males. Total female quitting is usually greater 


than male while male quitting is more variable. Higher earnings were found to 
decrease the level of quits. 


Journal of human resources, vol. 9, 


12-152 
Pettman, Barrie 0. 


Wastage analysis: a selected international and temporal bibliography. 
England, Emmasglen, 1973. 89 pp. (Bibliographical series no. 1) 
A bibliography on labor turnover covering material from 1910-1972. In- 
cludes author index. 
LEADERSHIP 


1e698.9 -P45w 


Yorkshire, 


M-Fiche 
Jacobs, Thomas 0, 


The evaluation of leadership skills. Springfield, Va., National Technical Infor- 
mation Service, 1973. 16 pp. (AD-772-989) 

"Problems in the development of leadership evaluation methods within the 
context of soft skills systems engineering itself are discussed. Problems in- 
clude the difficulty of finding a ‘true expert', the general lack of clarity 
concerning ultimate criterion measures, and the fact that leadership skills are 
essentially disjunctive (as most other soft skills probably are),." 

Performing organization: Human Resources Research Organization. 

Presented at the CONARC Soft Skills Training Conference, Fort Bliss, 

Tex., December 12-13, 1973. 
12-154 
McCampbell, James F,. 
Transactional processes in Ford Training and Placement Program. Washington, 
Educational Resources Information Center, 1972. 16 pp. (ED-079-620) 

The Ford Training and Placement Program,which trains and places groups of 
teachers in the Chicago public school system,is used to illustrate the trans- 
actional style of leadership-followership--the reasons for adopting it, its 
characteristics and effects, and considerations for making it successful. 


Performing organization: University of Chicago, Ford Training and Place- 
ment Program. 


M-Fiche 


12-155 
Weiss, W. H. 
What type of manager are you? Management, vol. 26, no. 5, 
1974, pp. 27-28. 
Author sees the successful manager as a successful leader and 
attributes necessary for successful leadership. 
LEAVE 
12-156 
Andronicos, Bill. 
CSC issues maternity guidelines. Federal times, vol. 10, no. 35, November 6, 
1974, pp. 3, 16. 
Outlines the new guidelines issued by the U.S. Civil Service Commission on 


maternity leave. Each request for paternity leave is to "be considered on 
own merits." 


September-October 


discusses 


its 
12-157 1e507 -527h 
Barry, Anthony K, 


Holidays and hours of work in the European community. London, Institute of 
Personnel Management, 1974. 74 pp. 


Covers annual holidays, public holidays, and hours of work in the nine member 
countries of the European Economic Community. 


12-158 
U.S. General Accounting Office. 


/Nearend leave use in Federal agencies, 1972; report to the Honorable H. R. Gross, 
House of Representatives/. Washington, 1974. 11 pp. (B-152073) 


le507.5 .Un58y 
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MANAGEMENT 
12-159 S/I 
Bikofsky, David M. 
Managing for results. Bell Telephone magazine, vol. 53, no. 4, September- 
October 1974, pp. 6-9. 

Describes Bell of Pennsylvania's Management System for Results (MSR), which 


is a "blend of motivational, communicative and measuring techniques." Top-level 
commitment and a review process are seen as the keys to the success of the pro- 
gram. 


12-160 
Boydell, Alan. 
The company exorcists. Management today (Gt. Brit.), September 1974, pp. 84-86. 

A humorous look at the role played by various organizational members (e.g. 
company pschologist, PR officer, management trainer, accountant, personnel 
officer) in exorcising the company's evil demons. 

12-161 Idl1l  .B96mo 
Buskirk, Richard H. 
Modern management and Machiavelli. Boston, Cahners Books, 1974. 291 pp. 
Buskirk takes passages relevant to the management of people from Machiavelli's 
The Prince and The Discourses and comments on how they apply to modern management. 
12-162 





1d33 .D54n 
Dichter, Ernest. 


The naked manager. Boston, Cahners Books, 1974. 156 pp. 

Dichter draws on the literature of the management field and other areas 
such as learning theories, self-analysis and creativity "to emphasize how im- 
portant it is to break down old-fashioned ideas and provide managers as they 
really are--not as they imagine themselves to be or other management books 
want them to be--with ten major keys that permit them to unlock the treasury 
of self-awareness and heightened sense of other people and their surroundings." 

Many of the suggestions made in this book are in line with the philosophy 


of intuitive management (management by trial and reevaluation) which the author 
defends. 


12-163 
Fay, Peter P. and David N. Beach. 
Management by objectives evaluated. Personnel journal, vol. 53, no. 10, 
October 1974, pp. 767-769, 778. 
"The increasing use of management by objectives (MBO) led to an informal 
study to determine the extent of such usage in industry. In a test case, a 
Coaching Practices Survey (CPS) was administered. Two years after the MBO 
training began, the existence of a definite, favorable relationship between 
the usage of MBO and the level of managerial activities was demonstrated." 
12-1604 
Gruber, William H. and John S. Niles. 
How to innovate in management. Organizational dynamics, vol. 3, no. 2, Fall 
1974, pp. 30-47. 

Management innovation has become a necessity, according to the authors, 
because change is occurring at such a rapid pace that experience is not enough 
to equip today's managers with the skills to face coming challenges. They feel 
that "the productive use of new analytical techniques, joined to computer- 
power and applied by an ever-increasing number of business school graduates" 
will help provide the management answers of the future. 

12-165 S/T 
Heming, D. A. 
Management by surprise. Optimum (Canada), vol. 4, no. 3, 1973, pp- 58-60. 
Management by surprise or MBS may be defined "as a process whereby a 
superior identifies, clearly defines and carefully delineates, at will, a 
subordinate's new or added area of responsibility in terms of immediate 
results expected of him and uses this measure as a guide in the performance 
appraisal process and as an indicator for increases in salary and other 
fringe benefits." 











MANAGEMENT (Cont'd) 


12-166 

Lorange, Peter and Michael S. S. Morton. 
A framework for management control systems. Sloan management review, vol. 16 
no. 1, Fall 1974, pp. 41-56. 

"This article has two purposes. The first is to synthesize the current 
state-of-the-art of Management Control Systems, by pulling together some of the 
existing concepts into a framework which is useful in identifying gaps in the 
current understanding. The second is to use the framework to suggest directions 
in which control systems might be modified to increase their effectiveness." 

12-167 

Sisk, Henry L. 
Management and organization. 2d ed. 
1973. 755 pp. 

"This book is intended for use as a textbook in the introductory management 
course in four-year colleges and universities and in those community colleges 
offering a mid-management curriculum. The book may also be used in company 
management development programs."' Each chapter includes case problems. 


Ist ed. published as Principles of management; a systems approach to the 
management process. 


1d22 -5Si8m 1973 


Cincinnati, Ohio, South-Western Pub. Co., 








12-168 
Wadell, Birgitta and Bertil Naslund. 
Doctoral research and practical management. Journal of European training 
(Gt... Beit.3, vol. 2, no. 2, 1973, pp. 117-27. 
Discusses the disparity between the amounts of research done on the doctoral- 
level in management and the relatively few applications in practice. Also dis- 
cusses how the situation could be changed, and how the PiD., or "doctor of man 
ment,"’ could serve as a change agent. 
12-169 
Walker, S.D. 
Some thoughts on planning in the Civil Service. Management services in govern- 
ment (Gt. Brit.), vol. 29, no. 2, May 1974, pp. 65-79. 

The purpose of the article is "to suggest a framework for distinguishing and 
describing at least some of the activities which commonly fall under the label 
‘planning' in the Civil Service." Policy analysis, economic analysis, resource 
allocation, administrative policies, and management planning are considered. 


S/1 


age- 


MANPOWER PLANNING 





12-170 M-Fiche 
Grinold, R. C. 
Manpower planning with uncertain requirements. Springfield, Va., National 


Technical Information Service, 1973. 29 pp. (AD-773-113) 

"A longitudinal model of a manpower system in which t:e demand for effective 
manpower is determined by the state of a finite Markov chain. ... An operational 
method of calculating optimal appointment policies is presented. This calculation 
can in turn be used to find the equilibrium operating rules for the system. The 
mode! is a useful device for measuring the impact of alternate assumptions about 
continuation rates, manpower utilization policies, the demands, and the transition 
probabilities in the demand process." 


Performing organization: University of California, Operations Research 
Center. 


12-171 1d228 .-In7ec 
Institute of Personnel Management. 


Company practices in manpower planning, comp. by Jenny Dorling. London, 1972. 
134 pp. 
Defines manpower planning and considers the reasons for the increasing use and 
importance of manpower planning in overall corporate and governmental planning. 
Ten papers are included which deal with specific applications of manpower planning. 
Based on a seminar arranged by the National Committee on Organization and Man- 
power Planning of the Institute of Personnel Management. 
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MEDICAL CARE 


12-172 1e568.5 -Am3r 
American Cancer Society, Inc. 
Reaching Federal civilian employees with cancer education action programs. 
Prepared by American Cancer Society and U.S. Civil Service Commission. 
New York, 1974, 11 pp. 
"This guide represents a joint effort of the U.S. Civil Service Commission 
and the American Cancer Society to establish programs to promote early detec- 
tion and treatment of cancer among Federal civilian employees." 


MIDDLE MANAGEMENT 





12-173 le32 -C16i 
Canada. Public Service Commission. 
Identification of middle management job dimensions and job types in the Depart- 
ment of National Revenue (Customs and Excise) for use in an assessment centre, 
Prepared by M. A. Leim, L. W. Slivinski and K. W. Grant, Managerial Assessment 
and Research Division, Career Assignment Program. Ottawa, 1972. 55 pp. 


MOBILITY, OCCUPATIONAL 





12-174 1e135 -G76g 
Granovetter, Mark S, 
Getting a job; a study of contacts and careers. Cambridge, Mass., Harvard 
University Press, 1974. 179 pp. 
Explores how information that facilitates mobility is secured and 
disseminated. Concentrates on professional, technical and managerial workers. 


MOTIVATION 

12-175 

Herzberg, Frederick. 
Motivation-hygiene profiles: pinpointing what ails the organization. 
Organizational dynamics, vol. 3, no. 2, Fall 1974, pp. 18-29. 

Dr. Herzberg describes the diagnostic procedures that will aid in the de- 
tection of unhealthy signs in the "job context." He presents profiles of the 
six most common problems in employee attitudes and briefly suggests what must 
be done by the organization to remedy them. 

12-176 

Taylor, K. F. 
A 'valence-expectancy' approach to work motivation. Personnel practic 
bulletin (Australia), vol. 30, no. 2, June 1974, pp. 142-148. 


Taylor translates Victor Vroom's valence-expectancy theory of motivation 


into a series of four questions about work motivation in order to aid managers 
in applying the theory. The implications of each question for personnel manage- 


ment are discussed. 

12-177 

Worker alienation and job motivation in a democratic society; a look at organi- 
zations today and tomorrow. Journal for humanistic management, vol. 2, no. 1 
1974, Special conference issue, entire issue. 

Special compilation of the proceedings of the 2nd annual Conference of the 
Society for Humanistic Management, November 1973, Annapolis, Md. 

Topics include: organizational design, organizational change, job enrich- 
ment, professional development, management by objectives, problem solving, 
etc. 

OCCUPATIONS AND OCCUPATIONAL CHOICE 
12-178 Law -St2i Leg. 
Statsky, William P. 
Introduction to paralegalism: perspectives, problems and skills. St. Paul, 
Minn., West Pub. Co., 1974. 725 pp. 





"The primary focus of this book is the skills of interviewing, investigation, 
research, writing, administration, negotiation and advocacy." [t¢ includes appen- 


dices on paralegal examinations, bibliography on paralegalism, and additional 
information on paralegals in government. 


| >) 


Ed. 











OLDER WORKER 


12-179 
Boglietti, G. 
Discrimination against older workers and the promotion of equality of opportunity. 
International labour review, vol. 110, no. 4, October 1974, pp. 351-365. 
Reports on a meeting held by the International Labour Organization (ILO) which 
considered discrimination on the grounds of age. Discusses actions taken in 
several Western Hemisphere countries and recommendations made by the ILO, 


ORGANIZATIONS 
12-180 
Davis, Stanley M. , 
Two models of organization: Unity of command versus balance of power. loan 
management review, vol. 16, no. 1, Fall 1974, pp. 29-40. . 
Describes how and why management thinks it uses the pyramid model for unity 





of command, while in reality it functions according to a balance of power model. 
Author feels a better correlation of theory and practice “would reduce the gap 
between management's preference for the unity of command and a business environ- 
10 " 
ment that requires interdependence and shared POWET- 
12-181 M-Fiche 
Huseman, Richard C. : 
Perception expansion training: an approach to conflict reduction. Washington, 
Educational Resources Information Center, 1973. 16 pp. (ED-078-470) 


"Interpersonal conflict in organizations is due to differences in perception 
of organizational subgroup systems operations. Such conflict can be reduced 
through implementation of "PET," perception expansion training. PET procedures 
will determine the dimensions of conflict situations and bring into play inter- 
acting group therapy which expands the perception of the group members." 

Paper presented at the Annual Conference of the International Communication 
Association, Montreal, April 25-29, 1973. 


12-182 
Johnston, H. Russell, Jr. 

Some personality correlates of the relationships between individuals and 

organizations. Journal of applied psychology, vol. 59, no. 5, October 1974, 

pp. 623-632. 

The Thematic Apperception Test and nondirective interview were used to 
study the link between three personality dimensions and the individual's 

pe ‘ception of a role in the organization. Individuals with high task orien- 

tation perceive a more positive relationship with the organization than do 

those with low task orientation, 
12-183 
Laner, Stephen. M-Fiche 
Organizational analysis and career projections based on a level-of-responsi- 
bility/equitable payment model; technical report. Washington, Education Re- 
sources Information Center, 1973. 44 pp. (ED-079-597) 

"Following an explanation of the Level of Responsibility/Equitable Pay 
Function, its applicability is demonstrated to the analysis and to the design 
and redesign of organizational hierarchies, It 
dysfunctional anomalies can be avoided by 
principles out-lined." 

Performing organization: University of California. Berkeley. 
Technology Research Group. 


is shown how certain common 
Structuring an organization along the 


Human Factors in 


12-184 
Rumbold, B. J. 
Resolving intergroup conflict. Personnel practice bulletin (Australia), vol. 30, 
no. 2, June 1974, pp. 119-125. 
Discusses the intergroup diagnostic meeting as a technique for positive 
intervention in conflict situations between work groups. Explains how the 
technique was applied at one location of the Shell Company of Australia Ltd. 
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OVERSEAS PERSONNEL 





12-185 


Greco, Jerome and Martin J. Stamm. 


Coping with the world job market 
é stplace. Journal of colle le 
no. 1, Fall 1974, pp. 66-71. eae Se 


One author discusses some of the special qualifications required for overse 
employment with U.S. multinational corporations and how the job candidate i” 
locate overseas employment Opportunities. The other author focuses on job ved h 
processes and sources of information for persons interested in Salateben ieten 
in the United Kingdom. ‘ 


PAY 


> 


positions 


12-186 Te53 -Ex3Ar4r 


Arizona. Commission on Salaries for Elective State Officers. 
Report and recommendations. Phoenix, 1973. 37 pp. 

Includes recommended salaries for executive, legislative and judicial salaries 
in Arizona. The appendicies include comparative data for other states. 

Bound with: Statements by Representative Frank Kelley and Senate President 
William C. Jaquin regarding legislative salaries. 

12-187 

Beck-Mauchly. 
Position classification and salary study; City of Springfield, Illinois. 
Nebr., 1973. L ws (IPA grant 73-IL-02) 

Reviews Springfield's position classification system, analyzes its pay structures 
and reviews the present procedures and organization of the Civil Service Commission. 
Also reports on a salary survey conducted among private employers and other com- 
parable cities to determine if "salaries and wage structures for the City /of Spring- 
field/ are comparable and competitive" with others in the same labor market. 

12-188 


Ie29 .B38p 


Columbus, 


Boneau, C. Alan and Janet M. Cuca. 
An overview of psychology's human resources; characteristics and salaries from 
the 1972 APA survey. American psychologist, vol. 29, no. 11, November 1974, 
pp. 821-840. 

A discusssion and tabulation of salaries and characteristics of the American 
Psychological Association membership reporting in the 1972 survey. Characteristics 
included level of education, sex, field of specialization, employment setting, 
work activity, years of experience, age and racial or ethnic identity. 


12-189 Te52 -B67 j 


Bowey, Angela and Tom Lupton. 
Job and pay comparisons; how to identify similar jobs in different companies 
and compare their rates of pay. Gower Press, Epping, 1973. 96 pp. 


"A Personnel Review publication." 





12-190 1e59 .C72s 
Columbian Research Institute. 
State of Idaho; specifications and salaries for planners. Portland, Oreg., 
1973. 51 pp. 
Presents proposed specifications for planner classes in various special- 


ized fields: health, land use, law enforcement, human resources, parks and 
recreation, transportation, and economics. "This report also includes salary 
data from state, regional, and local planning agencies. Salary recommendations 


are made for each of the planner classes proposed." 


12-191 1e53 -L6C83L 1972-73 
Council on Library Resources, Inc. 
Librarians in higher education; their compensation structures for the academic 
year 1972-73; a third survey for..., by Donald F. Cameron and Peggy Heim. 
Washington, 1974. 24 pp. 
Title of previous edition: How well are they paid; compensation structures 
of professional librarians in college and university libraries. 











PAY (Cont'd) 


12-192 S/1 

Cutright, Phillips. 
The civilian earnings of white and black draftees and nonveterans. American 
sociological review, vol. 39, no. 3, June 1974, pp. 317-327 

Evaluates the impact of military service on the 1964 civilian earnings of 

former draftees and three types of nonveterans. ‘Comparison of the earnings 
differences show most draftees with earnings equal to or below those of non- 
veterans. ... The hypothesis that military service provides a 'bridging environ- 
ment' that facilitates post-service economic achievement by minority and certain 
white males otherwise very unlikely to have low earnings is not supported." 

12-193 

Fry, Geoffrey K. 

Civil service salaries in the post-Priestley era 1956-1972. 
stration (Gt. Brit.), vol. 52, Autumn 1974, pp. 319-333. 
Explains the changes which were made in the British civil service pay 
system following the report of the Priestley Royal Commission in 1955 and con- 

siders whether or not there is presently a case for changing the post-Priestley 
pay arrangements. Accompanying tables show 1956-72 trends for several grade 
levels of administrative, executive and clerical pay; scientific civil service 
pay; and professional and technical pay. 

12-194 

Goodman, Paul S. . ; 
An examination of referents used in the evaluation of pay. Organi itional be- 


Public admini- 


havior and human performance, vol. 12, no. 2, October 1974, pp. 170-195. 

A conceptual framework of how people evaluate their pay is presented and 

then tested on a group of 217 managers from a single firm. The findings indicate 
that multiple referents are used in evaluating pay. Three classes of referents 
are identified and found to be significantly associated with feelings of pay 
satisfaction. 

12-195 

Great Britain. Office of Manpower Economics. 
Incremental payment systems; report by the .... London, H. M. Stat. Off., 
1973. 108 pp. 

"We were asked in this reference to investigate the extent to which various 
types of incremental payment systems, both fixed and variable are in use, as 
well as the policies and practices relating to them and the trends in their 
adoption." The investigation covered both the public and private sectors; 
incremental increases include those awarded somewhat automatically at 
intervals and those awarded for quality of performance. 


le6l1 -G79in 


regular 


12-196 
Henderson, Richard lI. 
It's high time to declassify salary information. Supervisory management, vol. 19 
no. 11, November 1974, pp. 21-24. 
Author presents the case for an open pay system and emphasizes that the 
reasons for a person's wages or salary should also be made known. The open pay 


policy is seen as part of a system encouraging job satisfaction and increased 
productivity. 


> 


L2-19/ 1e59 . TL6f 
Illinois. Department of Personnel. ; 
Feasibility report; State of Illinois, Department of Personnel Technical alee 
Salary Information Center, by... and A.S. Hensen, Inc. Springfield, 1973? lv. 
2A pr: 72- am 6 
ag og re of the concept of a Salary Information Center that would 
give governmental units access to compensation survey data. The investigations 
have produced specific procedures which can be utilized in such a center. 
12-198 Ie53 .As31n8s 
International Association of Assessing Officers. 
Salaries of assessment personnel, 1973. Prepared by Research and Technical 
Services Depzrtment. Chicago, 1974. 7 pp. 
Data derived chiefly from qestionnaires returned by new members of the 
association. 
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2-199 
Lewin, David. 
Expenditure, compensation, and employment data in police, fire, and refuse 
collection and disposal departments. Urban data service report, vol. 6, no. Y 
September 1974, 13 pp. ‘ 

All U.S. cities 10,000 and over in population were surveyed. Data on 
expenditure for salaries, retirement, health and insurance programs, pay trends 
and relationships among the uniformed services are presented. 

12-200 
Parrott, Thomas N. and others. 


The pay game. Optimum (Canada), vol. 4, no. 4, 1973, pp. 5-14. 
The authors take 


S/I 


a tongue in cheek look at the various pay "syndromes" 
found in the public sector, i.e., the Public Service of Canada. 


12-201 

Patton, Arch. 
The new look in civil service pay. Wall Street journal, vol. 184, no. 102, 
November 21, 1974, p. 22. 

Patton looks at Federal pay levels in relation to current economic conditions; 
discusses comparability with the private sector, especially at the executive level; 
and points out differences between industry and the Federal service in the way 
job are valued for salary purposes. 


12-202 

Patton, John A. 
Wage incentives: from failure to success. Compensation review, vol. 6, no. 4, 
Fourth quarter 1974, pp. 57-65. 

The failure of wage incentive systems often stems from problems and atti- 
tudes which exist in five groups: management, industrial engineers, supervisors, 
unions, and employees. Explains what management, industrial engineers and unions 
can do to contribute to the establishment and maintenance of a successful wage 
incentive plan. 


Condensed from Industrial Engineering, June 1974. 


12-203 
Sibson, Robert E, 
Compensation, New York, Amacom, 1974. 239 pp. 
Provides full descriptions of basic techniques, plans and practices in com- 
pensation administration. Topics include job evaluation, performance evaluation, 


incentive plans, fringe benefits, compensation of executives and professionals, 
individual pay actions, etc. 
A complete revision of Wages and salaries. 


Te52 -Silc 





12-204 
Stewart, Charles T., Jr. 
Low-wage workers in an affluent society. Chicago, Nelson-Hall, 1974. 247 pp. 
This book is "an assessment of: the competitive economic system that rewards 
some workers well, some poorly; the reasons for the observed differences in pay; 
and what may be done about the system." It evaluates various policies and their 
consequences. The focus is on low-skill, low-wage, low-productivity workers who 


are identified as primarily women, teen-agers, and nonwhites in the agriculture, 
trade and service sectors. 


Ie52 .St4L 


12-205 
U.S. Civil Service Commission. 
Federal wage system--nonappropriated fund employees. 
Looseleaf. (Federal personnel manual supplement 532-2) 
"This supplement covers the procedures and instructions for the administration 


and operation of the Federal Wage System as it applies to employees covered by 
section 5342(a)(2) (B) and (C) of title 5, United States Code. For purposes : 
of this supplement these employees are referred to as nonappropriated fund (NAF) 
prevailing rate employees or NAF wage employees." 

Available from U.S. Government Printing Office. 
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PAY (Cont'd) 
12-206 


1e59 -Un35s 1974 


U.S. Civil Service Commission. 
State salary survey, August 1, 1974. Prepared by Bureau of Intergovernmental 
Personnel Programs, Division of Personnel Management Assistance. Washington, U.S. 
Govt. Print. Off., 1974. 100 pp. 

Second annual survey of state salaries in 100 administrative, technical and 
professional classes. The survey is a product of Federal-state cooperation under 
the Intergovernmental Personnel Act. For most occupations there is an overall 
job definition and a list of salary ranges by State for entry professional, first 
level supervisory and program director positions. 

12-204 JK1308  .Un38r 1974 (Jan-June) 
U.S. Congress. House. Committee on House Administration. 
Report of the clerk of the House, from January 1, 1974, to June 30, 1974. 
U.S. Govt. Print. Off., 1974. 483 pp. (H. doc. 340, 93rd. Cong.) 
List salaries of officers and employees. 


12-208 1e56 .Un4a 
U.S. Federal Prevailing Rate Advisory Committee. 
Annual report of, lst. Washington, U.S. Govt. Print. Off., 1974. 35 pp. 


Public Law 92-392 placed "a comprehensive pay system for Federal blue-collar 
employees under statutory authority," and established the joint labor-management 
Federal Prevailing Rate Advisory Committee. This report is a summary of the 
Committee's actions from December 7, 1972 through December 31, 1973. 


12-209 

U.S. President, 1974- (Gerald R. Ford) 
Statement by the President announcing a 5.52 percent pay increase. October l, 
1974. Weekly compilation of presidential documents, vol. 10, no. 40, October 7, 
1974, pp. 1219. 


PERFORMANCE EVALUATION 


12-210 1e395 .Oh3h 
Ohio. Department of State Personnel. 
Handbook of job proficiency criteria: a GLAC research report, by Jack Smith 
and others. Columbus, 1973. 74 pp. (IPA grant 72-OH-04) 

"The criterion may be generally defined as a standard by which to evaluate job 
performance." This handbook gives an overview of the theoretical aspects of the 
criterion problem, considers types of criterion measures (e.g., personnel data, 
simulated performance measures, employee comparison systems, checklist methods, 
critical incident methods) and discusses the development of such measures. The 
final section looks at current government practices in criterion development 
and validation research. Bibliography. ieee ; 

Also published by the International Personnel Management Association in 
cooperation with the Great Lakes Assessment Council. 





12-211 
Prather, Richard L. 
Extending the life of performance appraisal programs. Personnel journal, 
vol. 53, no. 10, October 1974, pp. 739-743. 
Proper training in the implementation of performance appraisal systems is a 
key to having them maintained over a longer period of time. Techniques such as 
feedback and monitoring must be built in if they are to be effective. 


12-212 
Sampedro, Jose L, 
Problemas Telativos a la orientacion y evaluacion del personale, /Problems re- 
lating to the orientation and evaluation of personnel/. Documentacion admini- 
Strativa, no. 158, March-April 1974, pp. 23-45. 
Personnel discussed are Spanish customs officials. Text in Spanish. 




















PERSONNEL ADMINISTRATION 





12-213 Tell -C84h 

Craft, James A. 
Human resource accounting and manpower management: a review and assessment of 
current applicability. Pittsburgh, University of Pittsburgh, Graduate School of 
Business, 1974. 23 pp. (Working paper 8!) 

Reviews concepts emerging in human resource accounting, outlines its most 

useful applications, and comments on its use as a manpower management tool now 
and in the future. 


12-214 
Mendleson, Jack L. 
What's "fair" treatment for terminated employees? 
vol. 19, no. 11, November 1974, pp. 25-34. 
In determining "fair" treatment the author considers nine tools necessary 
in making the terminated employee an effective job seeker. Factors considered 


include "bridging" pay, references, help in writing resumes and improving inter- 
viewing skills. 


Supervisory management, 


12-215 Tell.5 -P92r 1974 
President's Advisory Council on Intergovernmental Personnel Policy. 
More effective public service; supplementary report to the President and the 
Congress with separate statements by individual members of the Council, Wash1ing~- 
ton, 1974. 63 pp. 

This supplement to the initial report contains the Council's views and 
recommendations on equal employment opportunity, employee-management relations 
and workforce development for state and local governments. Recommendations are 
directed to state and local governments but "also apply to the Federal Government's 
programs of technical assistance in personnel management for States and local 
jurisdictions. Further, the report identifies specific actions the Congress and 
the Executive Branch may take to support sound personnel management in our govern- 
mental system." 

12-216 

Tetz, Frank F. 
System for managing human resources. Journal of systems management, vol. 25, 
no. 10, October 1974, pp. 10-14. 

Cites factors influencing an increased use by management of computer appli- 
cations to the personnel area. Outlines some of the uses of a Human Resource 
Information System (HRIS) in supplying management with vital personnel data for 
decision making. 


12-217 1e608.9 -Un35i 1974 
U.S. Civil Service Commission. 
Improving employee performance. Prepared by The Library. Washington, U.S. 
Govt. Print. Off., 1974. 112 pp. (Personnel bibliography series no. 56) 

Lists materials on individual-organizational relationships, organizational | 
change and development, attitude surveys, job satisfaction, motivation, pro- 
ductivity, job enrichment and enlargement, creativity and innovative behavior, 
and suggestion systems and incentive programs. 

Available from U.S. Government Printing Office. 

12-218 Iel7.9 .Un35p 1973 
U.S. Civil Service Commission. 
The personnel management function; organization, staffing and evaluation. 
Prepared by The Library. Washington, U.S. Govt. Print. Off., 1974. 
42 pp. (Personnel bibliography series no. 57) 

A selective bibliography of material received in the Civil Service 
Commission Library between 1971-1973, covering functions, responsibilities, 
organization, and staffing of the personnel department; human resources 
management; personnel management evaluation; personnel research; textbooks 
and handbooks; and the application of ADP to personnel management. 

Available from U.S. Government Printing Office. 











PERSONNEL ADMINISTRATION (Cont'd) 





12-219 Iel1.5  .Un35su 1974 (March) 
U.S. Civil Service Commission. 
Summary of selected IPA products. Prepared by Bureau of Intergovernmental 
Personnel Programs, Office of Program Management, Personnel Management Infor- 
mation Service. Washington, U.S. Govt. Print. Off., 1974. 53 pp. 
(BIPP 152-47) 
Summarizes items received in the Personnel Management Information Service 
office through March 31, 1974. 


-220 Tell.1 . Un38d 

-S. Congress. House. Committee on Post Office and Civil Service. 

Documents relating to political influence in personnel actions at the General 
Services Administration. Washington, U.S. Govt. Print. Off., 1974. 2 v. 
(H. com. print, 93rd Cong.) 


PERSONNEL RESEARCH 





12-221 
Anstey, E. 
People matter--people differ. Management services in government (Gt. Brit.), 
vol. 29, no. 2, May 1974, pp. 110-115. 
Describes the research in personnel management of the Behavioural Sciences 
Research Division of the British Civil Service. 


PERSONNEL UTILIZATION 





12.292 M-Fiche 
Sussman, Marvin B, 
New careers and agencies: views from the top; rehabilitation occupations for the 
disadvantaged and advantaged. Washington, Educational Resources Information 
Center, 1973. 52 pp. (ED-076-879) 

"A study was conducted to examine the utilization of paraprofessionals in 
rehabilitation and social service agencies. Data were obtained through inter- 
views with the directors of 46 public and private rehabilitation and social 
service agencies." 

Performing organization: Case Western Reserve University, Department of 
Sociology. 


PLACEMENT 


12-223 

Schoenfeldt, Lyle F. 
Utilization of manpower: development and evaluation of an assessment-classifi- 
cation model for matching individuals with jobs. Journal of applied psychology, 
vol. 59, no. 5, October 1974, pp. 583-595. 

"A model for the assessment of individual characteristics, the identification 
of psychological requirements of jobs, and the classification of applicants to 
job opportunities was developed. The validity of the model was investigated with 
a large sample of students (N=1,934) working toward a college degree. ... The re- 
sults indicated that it was possible to differentiate people in meaningful ways, 
to identify 'job families,' and to match people with jobs.” 


PRODUCTIVITY 


12-224 1d214 .Am3m 
American Hospital Association. 
The management of hospital employee productivity; an introductory handbook, by 
Nicole Williams. Chicago, 1973. 92 pp. 

Designed for hospital administrators and departmental managers, this basic 

text discusses managing and measuring employee productivity. 
12-225 1d214 F32r 
Fein, Mitchell. 
Rational approaches to raising productivity. Norcross, Ga., American 
Institute of Industrial Engineers, 1974. 26 pp. 

"The greatest obstacle to productivity improvement is the adversary 
relationship between labor and management." Author suggests the establishment 
of common goals. Introduces the concept of IMPROSHARE which provides for 
equitable sharing of goals and profits between labor and management. 
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PRODUCTIVITY (Cont'd) 
12-226 
Manpower investment for greater productivity. Hospitals, vol. 48, no. 20 
October 16, 1974, pp. 106-108. 
Article reports on concepts put forth on employee training, job satisfaction 


and productivity at the seventh educational conference of the American Society 
for Hospital Food Service Administration. 


> 


12-227 

Morris, Thomas D, 
Automation technology--key to more productivity. 
no. ll, November 1974, pp. 12-14,21. 


The Assistant Comptroller General of the United States explains the Federal 
project to measure and enhance productivity. 


Computers and people, vol. 23, 


& 


Several examples are cited of how 


computerization was found to increase productivity in Federal government opera- 
tions. 


Based on an address at the Conference on Automation Technology at the National 


Bureau of Standards, Washington, D.C., May 1974, 
12-228 
Porter, Elsa. 
New approach to improving human resource utilization in the Federal government. 
Journal for humanistic management, vol. 2 
pp. 69-71. 
Outlines the five basic tasks of the Clearinghouse on Productivity and Organi- 


zational Effectiveness, and the more general role of the Civil Service Commission 
in productivity improvement. 


» no. Ll, 1974, Special conference issue, 


12-229 
Schaffer, Robert H,. 
Demand better results--and get them, Harvard business review, vol. 52, no. 6, 
November-December 1974, pp. 91-98. 
Raising performance expectations is described as a way managers can increase 
productivity. Strategy for implementing this technique is included. 


12-230 

Theologus, George C., George R. Wheaton and Edwin A. Fleishman. 
Effects of intermittent, moderate intensity noise stress on human performance. 
Journal of applied psychology, vol. 59, no. 5, October 1974, pp. 539-547. 

"This study evaluated the effects of prolonged exposure to two noise 

stressors (random and patterned intermittent, 85 decibels) on the performance 
of three tasks requiring different abilities (Reaction Time, Rate Control, and 
Time-sharing)." 


12-231 1d214 -Un47d 


U.S. Department of Defense. 
DIMES; an approach to productivity improvement for Department of Defense 
managers and supervisors. Issued by Office of Assistant Secretary of Defense. 
Washington, 1973. 67 pp. (DoD 5010.15-H) 

By means of a question and answer format, this handbook explains what DIMES 
(Defense Integrated Management Engineering System) is and how it can be used 
by Defense Department managers and supervisors. The system utilizes the con- 
cepts of management or industrial engineering in providing an approach to the 
measurement and improvement of productivity. 


12-232 
Weinstein, Neil D. 
Effect of noise on intellectual performance. Journal of applied psychology, 
vol. 59, no. 5, October 1974, pp. 548-554. 
Examines the effects of "realistic noise levels" on 33 college students 
doing proofreading. "As predicted, noise subjects did not differ significantly 
from quiet subjects in detecting spelling errors, but were poorer et identify- 
ing grammatical errors. Contrary to expectations, recall of the content of the 
proofreading passages was unaffected." 














PUBLIC ADMUNLS TRATION 





12-233 

Cuckney, J.G. 
The commercial approach to government operations. Management services in 
government (Gt. Brit.), vol. 29, no. 3, August 1974, pp. 121-129. 

Drawing on his service in both the public and private sectors, the author 
concludes that "the suitability and applicability of the commercial approach 
to Government operations has probably been over-rated; that greater respect 
needs to be paid to the fundamental dissimilarities between public service 
and private sector operations." 

12-234 M-Fiche 
Hagerty, and others. 
Research and education in management of large-scale technical programs. 
Springfield, Va., National Technical Information Service, 1973. 166 pp. 
(N74-15671 thru. N74-15678) 

"This research program had as its major objectives: (1) the demonstration of 
the applicability of the NASA organization and management experience to the 
solution of large-scale public administration problems; (2) the expansion of 
the University's research competence in this area, as well as strengthening the 
faculty and curriculum of the University; and (3) the generalization of the 
knowledge gained in this demonstration project to other similar large-scale 
problems of concern to the nation." 

Performing organization: Drexel University Center for the Study of Environment 


12-235 Ial1l.5 -M58w 
Michael, James R. ed. 
Working on the system; a comprehensive manual for citizen access to Federal 
agencies. New York, Basic Books, 1974. 950 pp. 
A guidebook for citizen participation in Federal regulatory agencies. Pro- 


vides information on the regulatory agencies, administrative procedure, the Freedom 
of Information Act, and on how to obtain action. 
Product of Ralph Nader's Center for Study of Responsive Law. 
12-236 JK424 -M85w 


Mosher, Frederick C. and others. 
Watergate; implications for responsible government. New York, Basic Books, 
1974, 137 pp. 

Selected contents: The public service; Information disclosure, secrecy, and 
executive privilege; The financing of Federal political campaigns; Ethics and 
public office. 

A special report at the request of the Senate Select Committee on Presidential 
Campaign Activities by a panel of the National Academy of Public Administration, 

12-237 
Power, professionalism and the public service. Public administration (Australia), 
vol. 33, no. 2, June 1974, pp. 93-179. 

This issue contains the conference papers of the 16th annnal conference of 
the Australian Regional Groups, and a summary of the discussion following each. 
Papers included: An evaluation of bureaucratic power, by P.H. Partridge; The 
nature of professionalism, by Peter Middleton; Professional practice in a bureau- 
cratic organization, by J. A. Michael; The potential for professionalism in the 
public service, by Ray Nottage. 


RECRUI TMEN1 


12-238 
McBrearty, John J. 
Myths about employment agencies. Personnel administrator, vol. 19, no. 6, 
September 1974, pp. 51-54. 
Debunks eight "myths" about the use of employment agencies by employers 
seeking applicants. 
REDUCTION IN FORCE 
12-239 1e658 .Un58i 
U.S. General Accounting Office. 
Implementation and impact of reductions in civilian employment, fiscal year 1972; 
report to the Congress by the Comptroller Genral of the United States. Washing- 
ton, 1974. 63 pp. (B-180257) its 
Evaluation of the policies and practices for reducing Federal civilian employ- 
ment on selected activities of the Departments of Defense, Housing and Urban 
Development, and Transportation, and the General Services Administration. 














RELOCATION 
12-240 
Austin, Danforth W. 
Easier moves; housing worries spur companies to increase relocation benefits. 
Wall Street journal, vol. 184, no. 95, November 12, 1974, pp. 1, 31. 

Relocation benefits for transferred employees are being increased as interest 
rates and housing costs continue to rise and mortgage money is in short supply. 
Current benefits offered by several companies are described. 

12-241 

Baer, Michael A. 
Employee desires in residential relocation situations. 
ment, vol. 13, no. 3, Fail 1974, pp. 19-22. 

A semple of professional, technical and white collar workers was queried to 
find out the factors they considered important when moving, their views on resi- 
dential mobility and the environments to which they would prefer to move. The 
two most important factors in making the decision to move were money and the 
nature of the new town itself. 

12-242 


Kleibrink, Michael C, 


Human resource manage- 


M-Fiche 


Value orientations of retrained-relocated Mexican-Americans. 


Washington, Edu- 
cational Resources Information Center, 1971. ) : : 


= sminod 118 pp. (ED-078-981 ) 

alue orientations measured through status orientations were analyzed in 
an attempt to predict which participants in a training relocation program stay 
in the receiving community and on the job in an aircraft industry. Data were 


taken from a study of the occupational and personal adjustment of retrained- 
relocated workers and their familes." 


Master's thesis, Texas A & M University, 1971. 
RETIREMENT 
12-243 Law -C73p Comp. 
Commerce Clearing House, Inc. 
Pension Reform Act of 1974...; law and explanation. New York, 1974. 399 pp. 


Version without text of law issued under title: Explanation of Pension Reform 
Act of 1974. 96 pp. 
12-244 
Commerce Clearing House, Inc. 
Social security and medicare explained, including medicaid; reflects the social 
security benefit increases effective beginning in March 1974 and other changes 
made by Public Law 93-233. Chicago, 1974. 436 pp. 


12-245 


Law -C73s Ins. 


Davis, Harry E. 
Multiemployer pension plan provisions in 1973. Monthly labor review, vol. 97, 
no. 10, October 1974, pp. 10-16. 


Article is an examination of 1,900 multiemployer pension plans--size, prevalence 


by industry, and financial and administrative characteristics. 


12-246 1e714 -G79a 
Great Britain. Civil Service Department. 
Allocation of pension; explanatory memorandum, rules, and tables prepared by 
the government actuary. London, H. M. Stat. Off., 1974. 35 pp. 

Allocation is defined as giving up a part of one's personal pension to provide 
coverage for beneficiaries. This booklet describes the guidelines, the options, 
and the functioning of the allocation system. 

At head of title: Civil service pension scheme. 


12-247 
Hieronymus, Bill. 
Sticking around; early-retirement bait loses much of its lure as the economy 
sags. Wall Street journal, vol. 184, no. 94, November 11, 1974, pp. 1, 23. 
Despite increases in early retirement benefits, many organizations are 
finding that employees are not interested in retiring early because of present 
economic conditions. 














RETIREMENT (Cont'd) 


12-248 1e712 . In8d 
International City Management Association Retirement Corporation. 
The deferred compensation retirement plan for employees of state and local 


government; questions and answers. Washington, 1974? 9 pp. 

The ICMA Retirement Corporation was formed to provide a portable retire- 
ment program for state and local employees. The corporation is a non-profit, 
tax exempt organization. Currently, over 250 public employers use the plan. 

12-249 Ie712 = .N49r 
New York (State). Permanent Commission on Public Employee Pension and Retirement 
Systems. Report of the.... New York, 1973. iv. 


Report recommends adoption of a Uniform Public Employees Retirement Plan. 
Part 1, Analysis of public employee retirement plans in the State of New York; 
pt. 2, The Uniform Public Employees Retirement Plan; pt. 3, The Uniform Public 


Employees Retirement Plan--special guaranteed retirement allowance tor policemen 
and firemen, 

Appendix 5 compares New York State's "Career Retirement Plan" with statewide 
plans throughout the United States. Appendix 6 compares public employee retire- 


ment benefits in the State of New York with those in private industry. 


12-250 
/Pension legislation/. Pension & welfare news, vol. 10, no. 11, November 1974, 
entire issue. 
This issue is devoted to an analysis of and commentary on the Employee Re- 
tirement Security Act of 1974. 
12-251 
Pension reform. Compensation review, vol. 6, no. 4, Fourth quarter 1974, pp. 14-35. 
Several aspects of the new pension law are examined in the feature articles 
of this issue. 
Contents: Pension reform: implications for the employer, by Thomas H. _ é, 
Paine; Pension reform: highlights of the act, by the staff of Hewitt Associates, 
Pension reform: the viewpoint of "composite" employee, by Peter E. Friedes; 
Pension reform: who benefits and how, by the staff of Hewitt Associates. 


12-252 S/I1 
Public retirement funds: a case for professional investment. PAR analysis, 
no. 197, March 1974, entire issue. 
Examines 16 statewide retirement systems in Louisiana with special emphasis 
on efforts to improve the level of professionalism in the investment function. 


12-253 HD7124 .Un89y 1974 
U.S. Social Security Administration. 
Your social security. Washington, U.S. Govt. Print. Off., 1974. 27 pp. 
Basic information on the social security program, including how to earn 
protection under it, the kinds of benefits provided, and how it is financed. 
12-254 1e708 -V81c 
Virginia. University. Office of Institutional Analysis. 
Considerations for faculty retirement policies in a steady-state condition: a 
report to the provost, by Herbert E. Coolidge and Alton L. Taylor. Charlottesville, 
1973. 26 pp. 

"The first section consists of selected issues pertaining to faculty retire- 
ment policies; i.e., when to retire, retirement income, early retirement issues, 
salary costs, and retired faculty at the University of Virginia. The second 
section contains a report of the findings of a survey of faculty retiremert 
policies in the Association of American Universities. The final section raises 
issues for further thought and research." 


RETIREMENT - - PLANNING 
12-255 
Buckley, Joseph C, 


The retirement handbook. 5th ed. rev. by Henry Schmidt. 
Noble, 1974, c1973. 363 pp. 

Topics include health, housing, income pl 
a small business, and places to retire. 

At head of title: A complete planning guide to your future. 





1e717.5 -B85r 1973 
New York, Barnes & 


anning, leisure activities, owning 














RETIREMENT--PLANNING (Cont'd) 
12-256 





1e717.5 -C43h 


Chicago. Mayor's Office for Senior Citizens. 
How to organize a retirement program, by Anton Kerner. Chicago, 1973. 
34 pp. 

This is a description of what a retirement program should include. Con- 
siders subject matter, design and resources. 
ment programming literature and films. 

Bound with: Why Organize a Retirement Program? Leaflet. 


Includes bibliography of retire- 





12-257 HD7124 -M92e 
Munnell, Alicia H. 
The effect of social security on personal saving. Cambridge, Mass., Ballinger 
Pub. Co., 1974. 136 pp. 
",.. It will be argued in this book that the impact of social security bene- 
fits has been on retirement saving rather than on saving in generally...." 
SAFETY 
12-258 
U.S. President, 1974- (Gerald R. Ford) 
Executive Order 11807. Dated September 28, 1974. Released September 30, 1974. 
Weekly compilation of presidential documents, vol. 10, no. 40, October 7, 1974, 
pp. 1213-1215. : 
"The provisions of this order are intended to ensure that each agency head is 
provided with all the guidance necessary to carry out an effective occupational 
safety and health program within the agency." 


SCIENTISTS AND ENGINEERS 

12-259 

California. Occupational Analysis Field Center. 
Alternate jobs for aerospace workers. Examples of civil service employment 
opportunities. Washington, Educational Resources Information Center, 1971. 
90 pp. (ED-075-643) 

First of two reports developed to suggest alternate job opportunities in 
government agencies for unemployed aerospace engineers and scientists. In- 
cluded in the brief summaries of 70 government job titles are general, basic 
qualifications and the government agency where the jobs are located. The infor- 
mation in the job summaries was taken from county, state, and Federal Governe- 
ment personnel and civil service documents, recruiting literature, examination 
announcements, and job specifications." 





12-260 
Teates, H. Bennett. 
Engineer to manager. Manage, vol. 26, no. 5, September-October 1974, 
pp. 13-14. 
Article concerns the necessity of training engineers as managers, the 
projected and current need of engineer managers and the preparation needed. 


12-261 
Weathersby, Geoge B,. 


Structural issues in the supply and demand for scientific manpower: impli- 
cations for national manpower policy. Washington, Education Resources Infor- 
mation Center, 1972. 39 pp. (ED-081-384) 

"This paper argues that, in addition to responding to surface manifesta- 
tions of imbalance in scientific manpower supply and demand, we should examine 
and understand far better than we now do the nature and extent of the structural 
forces operative on the supply and demand of scientific talent. The author 
reviewed the literature and the parameters of the current situation of an apparent 


Surplus, and admits that there is no unanimity on what remedial policies the 
Federal Government should follow." 


Performing organization: 


M-Fiche 


University of California, Berkeley, Ford Foundation 
Program for Research in University Administration. 
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12-262 S/I 
knight, Frank C, 

Data Stream and the individual within the system. Optimum (Canada), vol. 4 
no. 3, 1973, pp. 42-49. 

The Public Service Commission of Canada has been using a system for selec- 
tion called Data Stream (Data System for Training, Research, Employment and 
Appraisal of Manpower ) since 1970. The author discusses the limitations of 
this system, especially in terms of employee morale. He suggests possibl« 
solutions to the selection and morale problems, including his own "Knight's 
move" which proposes a greater number of rotational assignments. He warns 
against the use of the computer in selection to the exclusion of individual 
preferences in favor of organizational needs. 


> 


2 


12-265 lel62 -Sp3m 
Spence, A. Michael. 
Marketing signaling: informational transfer in hiring and related screening 
processes. Cambridge, Mass., Harvard University Press, 1974. 221 pp. 
(Harvard economic studies no. 143) 

"A signaling equilibrium, when applied to a job market, is desiyned 4S a 
situation in which employers' beliefs about the relationship between (1) 
applicants' signals and (2) their productivity are confirmed by their per- 
formance after they are hired." 


) 


12-264 Tell.5 -Un35cs 
U.S. Civil Service Commission. San Francisco Region. 
California's Selection Consulting Center; catalyst for intergovernmental 
personnel improvement in public employment practices. Prepared by Inter- 
governmental Personnel Programs Division. San Francisco, 1974? 18 pp. 

An assessment of the impact of the Center's activities on selection pro- 
cedures in California jurisdictions. Established with Intergovernmental 
Personnel Act funds in 1972, the Center is "set up to provide sophisticated 
training, research and consulting service to public jurisdictions on matters 
relating to public personnel selection." 

At head of title: Intergovernmental Personnel Act. 
SUPERVIS ION 
12-265 
Finch, Stephen A, 
Cut down on employee bickering. Supervision, vol. 36, no. 11, November 1974, 
pp. 31-32. 
Suggestions on detecting and eliminating causes of friction between employees. 


12-266 HV41 -KL5i 
Kaslow, Florence W. and associates. 
Issues in human services. San Francisco, Jossey-Bass, 1972. 270 pp. 


A book on supervision and staff-development practices in human-service 
agencies. 

Partial contents: Indigenous paraprofessional staff; by Willard C. Richan. 
Black supervisors: problems of race and role, by Eugene C. Royster; Group 
supervision, by Florence W. Kaslow; Supervision in a large Federal agency: 
psychiatric setting, by Eugene Cohen. 

12-267 

Mackenzie, Kenneth D. 
Measuring a person's capacity for interaction in a problem solving group. 
Organizational behavior and human performance, vol. 12, no. 2, October 1974, 
pp. 149-169. 

Presents a model for the determination of the maximum span of control and 
explains how the model can be helpful in the diagnosis and analysis of many 
different management problems. 

12-268 

Wilkens, Paul L. and Joel B. Haynes. 
Understanding frustration-instigated behavior. Personnel journal, vol. 53 
no. 10, October 1974, pp. 770-774. 

The author distinguishes between goal-oriented behavior and frustration- 
instigated behavior. He outlines seven types of frustration-instigated be- 
havior with which a manager might have to deal and offers some guidance on coping 
effectively with such behavior. 
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SUPERVISORS 


12-269 1e423.6 -Ed8t 
Educational System & Designs. 
Trainers guide; building team effectiveness. Westport, Conn., 1972. 138 pp. 
(IPA grant 73-IA-OIC) 

A course of study to train supervisors in good supervisory practices. 
Discusses facilities, materials, equipment, administration, schedules, etc. Pro- 
vides suggested activities and lectures for five days. 

12-270 

Fodor, Eugene M 
Disparagement by a subordinate as an influence on the use of power. 
of applied psychology, vol. 59, no. 5, October 1974, pp. 652-655. 

"The purpose of the present investigation was to determine whether dis- 

tribution of rewards by student supervisors in an industrial simulation was 
influenced by a situation in which a member of the work crew repeatedly 
disparaged their competence."" When experiencing disparagement by a subordi- 
nate, supervisors rated the work of compliant, noningratiating workers as 
more creative than the same work done under conditions where disparagement was not 
present. 


Journal 


There was also a trend for compliant workers to receive higher pay 
and better performance evaluations, but these trends did not attain signi- 
ficance. '"Disparagement did not appear to affect the supervisor's allocation 
of rewards to an ingratiator...." 


TESTS 


12-271 
Abel, Theodora M, 
Psychological testing in cultural contexts. New Haven, Conn., College & 
University Press, 1973. 240 pp. 
Chapters: Problems in psychological testing; The Rorschach Test; The 


Thematic Apperception Test; Other projective tests; General observations on 
projective testing. 


1e246 -Ab3p 


12-272 1e202 -Ad5t 1974 
Adkins, Dorothy C, 
Test construction; development and interpretation of achievement tests. 2d ed. 
Columbus, Ohio, C. E. Merrill Pub. Co., 1974. 164 pp. 

"Although the book deals most directly with educational achievement testing, 
many of the principles and procedures described are applicable to the develop- 
ment of aptitude tests and to the use of achievement tests in other settings, 
as, for example, in personnel selection." 


12-273 M-Fiche 
Educational Testing Service. 
Multiple choice questions: a close look. Washington, Educational Resources 


Information Center, 1973. 17 pp. (ED-081-783) 

"A sample of 22 multiple-choice questions is provided to point up the 
potentialities of this type question, as well as to dispel the myth that 
'objective' tests require no thought, insight, or understanding." 

12-274 M-Fiche 

Flaugher, Ronald L. 
Some points of confusion in discussing the testing of black students. 
Educational Resources Information Center, 1973. 10 pp. (ED-077-995) 

"Four confusing issues that have delayed progress toward» awareness that 
testing is not a source of unfairness for minority students‘ are discussed...." 


Washington, 


Paper prepared for a symposium of the American Educational Research Associa- 
tion annual meeting, New Orleans, Louisiana, February 26, 1973. 
Performing organization: Educational Testing Service. 


12-275 


Ie221 -G79d 
Great Lakes Assessment Council. 


Development and concurrent validation of a biographical data inventory for correc- 
tions officers: an interjurisdictional research study. Prepared by Jennifer 
French, Testing and Evaluation Division, Michigan Department of Civil Service. 
Lansing, 1973. 16 pp. (IPA grant 72-MI-03) 

A sample of 456 corrections officers were tested in the developmet of a 
number of scoring keys. This resulted in the use of two different item selec- 
tion/weighting techniques and the collection of two criterion measures. 
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TESTS (Cont'd) 
12-276 


le202 - LL6c 
Illinois. Department of Personnel. 
Consultants' guide to job analysis and item construction. Prepared by John 
Klinefelter, Terry Shipe, and Jim Johnson, Division of Recruitment, Research 
and Test Development. Springfield, 1973. 10 pp. 

Designed to be used by consultants (defined by the authors as "people who 
know the duties and responsibilities of particular jobs") in aiding the regular 
test construction specialists. Outlines basic steps used in test construction. 

12-277 

Jacobs, Thomas 0, 
A guide for developing questionnaire items. Springfield, Va., National 
Technical Information Service, 1970. 23 pp. 

"This document presents in brief and readable form a guide for the develop- 
ment of test questions for questionnaire instruments other than achievement 
testing. The content is restricted to attitude and information type questions, 
but should help the novice avoid some of the more serious errors that can produce 
faulty questions, and the inevitable consequence, faulty information." 

Performing organization: Human Resources Research Organization. 


Tech. Rpts. AD-738=157 


12-278 1e259 -M58d 
Michigan. Department of Civil Service. 
Development and concurrent validation of selection devices for typist clerks: 
an interjurisdictional research study. Prepared by Jennifer French, Testing and 
Evaluation Division. Lansing, Mich., 1973. 15 pp. (IPA grant) 
Validity data is presented for four different tests. 


12-279 1e162 -M58d 
Michigan. Department of Civil Service. 
The development of a biographical data inventory for predicting success as a 
state police trooper, by Lee W. Salmon. Lansing, 1972. il ¥. 
The selection device was developed and validated with troopers from Michigan, 
New York and Pennsylvania serving as subjects. 
12-280 M-Fiche 
Reilly, Richard R. 
A note on minority group test bias studies. Washington, Educational Resources 
Information Center, 1973. 1l pp. (ED-077-964) 
"Comparisons of majority and minority group regression lines for purposes 
of assessing test bias may, under certain conditions, be viewed as comparisons 
of conditional bivariate distributions. Where these conditions hold, findings 
should reveal parellel regression lines except for a special case. Given the 
conditions described, one implication is that even when the test is a parallel 
form of the criterion, lines with equal slopes but unequal intercepts should 
be found." 
Performing organization: Educational Testing Service. 


12-281 1e246 .Su8s 
Suvorova, V. V. 
Some problems of predicting the activity of man in extreme states. Springfield, 
Va.. National Technical Information Service, 1974. ll pp. 
"The report contains a review of methods used to predict the stress states 
by determining the psychophysiological individuality of the person which is mad: 
up of the typological features of higher nervous and vegetative activity." 
Translated from: Voprosy Psikhologii, no. 4, July-August 1973, pp. 34-41. 
Performing organization: Joint Publications Research Service. 





TRAINING 


12-282 


Becker, Stephen P. 
How-and when-to beat your own drum. Training, vol. 11, no. 10, October 1974, 
pp. 18, 20, 22. 
Careful attention to the preliminary stages of a training program is good 
preparation for the later stages of trying to sell it to management. 








TRAINING (Cont'd) 


12-283 
California. State Department of Education. 
Orientation to public service occupations: career education curriculum guide. 


M-Fiche 


Washington, Educational Resources Information Center, 1972. 354 pp. (ED-079-552) 
"The material contained in this curriculum guide is designed to help students, 
counselors, and teachers cover the career options available in the public services 


































field. ... The major occupational groups and the major job families in each group 


are delineated as: (1) government agency management, (2) social and economic 
services, (3) educational services, (4) resources management, (5) urban, rural, 
and community development, (6) public safety, corrections and judicial services, 
(7) regulatory services and records and (8) transportation management." 
12-284 M-Fiche 
California. State Department of Education. 
Preparing for public service occupations: common core. Career education 
curriculum guide. Prepared by James J. Lynn, Public Service Occupations 
Curriculum Project. Washington, Educational Resources Information Center, 
1973. 193 pp. (ED-079-547) 


"The Common Core Career Education Curriculum Guide is one of a series develop- 


ed to assist those involved in implementing career education programs concerned 
with public service occupations. The basic instructional material recommended 
for all areas of public service preparation is presented for nine units." 


12-285 M-Fiche 
California. State Department of Education. 
Preparing for public service occupations: education services. Career education 


curriculum guide. Prepared by James J. Lynn, Public Service Occupations Project. 


Washington, Educational Resources Information Center, 1973. 155 pp. 
(ED-079-546) 

"The guide offers suggestions for course content, teaching materials, and 
instructional objectives as well as teacher and student activities helpful in 


preparing individuals for educational entry-level positions in public service 
occupations." 


12-286 M-Fiche 
California. State Department of Education. 
Preparing for public service occupations: public safety, corrections, and 
judicial services. Career education curriculum guide. Prepared by James J. 
Lynn, Public Occupations Curriculum Project. Washington, Educational Resources 
Information Center, 1973. 119 pp. (ED-079-549) 

"This curriculum guide, one of a series developed to assist those involved 
in implementing career education programs concerned with public service occu- 
pations, contains the basic instructional material recommended for the area of 
public safety, correction, and judicial services preparations." 


>. 9459 e 
12-287 M-Fiche 
California. State Department of Education. 

Preparing for public service occupations: social and economic services. Career 


education curriculum guide. Prepared by James J. Lynn, Public Service Occupa- 
tions Curriculum Project. Washington, Educational Resources Information Center, 
1973. 124 pp. (ED-079-548) 

"This curriculum guide, one of a series developed to assist those involved 
in implementing career education programs concerned with public service occu- 
pations, contains the basic instructional material recommended for the area of 
social and economic services preparation." 


12-288 
Couture, Adam W. 


How we sell training to management. 
pp. 36-37. 


The marketing approach to "selling" training plans to management is described 
by trainers at Liberty Mutual Insurance Company. 


Training, vol. 11, no. 10, October 1974, 
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TRAINING (Cont'd) 


12-289 
Elliott, lan. 
New worker...new work ethic: does training have the answer? Training, vol. 1] 
no. 10, October 1974, pp. 26-29, 54, 56+. 
Because of the changing work ethic of the generation entering the work force, 
training programs to acquaint young people with career opportunities in industry 
and management are needed. Comments of industry trainers are included. 


> 


12-290 1e418.2 -F66s 


Florida Atlantic University. College of Business and Public Administration. 
A study of the status of the education of public administrators in Florida; 


"Training - an investment in your future." Boca Raton, 1973. 166 pp. 
(IPA grant 73-FL-O1C) 
Report was prepared to help those in Florida who are responsible for 


determining the training and development needs of state employees. It takes 
a look at the current personnel situation in Florida and in other locales. 
Findings showed "that Florida is lagging behind many other southeastern states 
in providing educational opportunities for local government." 
12-29] 
Mott, William P., Jr. 
Centralized training program for state park personnel. State 
administration, vol. 9, no. 7, October 1974, pp. 8, 10. 
Describes the training program and the permanent training facilities built 
to provide a centralized location for training employees of the California 
Department of Parks and Recreation. 


government 


12-292 LC5251 -N2lc 
Naticnal Task Force on the Continuing Education Unit. 
The continuing education unit; criteria and guidelines, ed. by Keith E. 
Glancy and John A. Rhodes, Jr. Washington, National University Extenstion 
Association, 1974. 37 pp. 

"The CEU /continuing education unit/may be used for the quantitative 
measurement, recording, reporting, accumulation, transfer and recognition 
of participation by adults in noncredit continuing education activities." 
It permits individuals to participate in many educational experiences while 
accumulating a uniform record. 

This report considers the use of CEU, criteria for awarding units, 
operational guidelines, etc. 


12-293 1e417 -P45t 
Pettman, Barrie O. 
'Training for the future' and after; a selected and annotated bibliography. 
Yorkshire, England, Institute of Scientific Business, 1973. 57 pp- 
(Bibliographical series no. 6) 
Updates bibliographical series no. 2, The Industrial Training Act and the 
work of the Industrial Training Boards. 








12-294 
Suessmuth, Patrick and Marit Stengels. 
The art of asking questions. Training, vol. 11, no. 10, October 1974, pp. 46, 48, 
50. 
Discusses the different types of questions trainers can use in challenging 
participants to respond in training sessions. 


12-295 S/I 

Taylor, Bruce and Paul Lewis. 
Informal learning, training and industrial relations. Journal of Europea» 
training (Gt. Brit.), vol. 2, no. 2, 1973, pp. 160-180. — 

Authors attempt to demonstrate some of the characteristics of informal training 

systems that grow up by themselves. they consider the functions they perform and 
try to draw some implications for the move to more formal training. They also 
point out that recognition should be given to the part that these informal 
systems play in training. 


> 
Ww 








TRAINING (Cont'd) 


12-296 M-Fiche 
Thomas, John and others. 
Exploring links between naval and civilian careers: lateral transfer and 
eight-year careers. Springfield, Va., National Technical Information Service 


1973. 166 pp. (AD-775-253) 

"This report examines two specific feasibility areas: lateral transfer of 
personnel between the Navy and industry, and short naval careers." } 

The proposed program of lateral transfer--short-term exchange of Navy and 
industry personnel--was received with more interest by industry when limited 
to exchange of officer-level personnel. 

Performing organization: Hudson Institute, Inc. 


12-297 M-Fiche 

U.S. Civil Service Commission. 
Workshops in employee development for state and local training officers. Prepared 
by Bureau of Training, Personnel Management Training Center in cooperation with 
U.S. Department of Housing and Urban Development. Washington, Educational Re- 
sources Information Center, 1973. 2 ¥. (ED-078-245) 

Contents: Instructors' guide for "Workshop in employee development," 
(attachment to CSC operations letter 410-146, December 28, 1971); Instructors’ 
guide for "Advanced workshop in employee development." 

"The Handbooks in this volume are designed to provide a complete 'package' 
of curricular materials and readings for participants in a three day Basic 
Workship, or in a four or five day variant of that workshop; and in a Three Day 
Advanced Workshop." 

At head of title: Instructor's guides. 

raphe Ref. Ie414 .Un92t 1974 
U.S. Training Officers Conference. 
Directory of training specialists in the Washington, D. C. area. Washington, 
1974. 77 pp. 


Prepared in cooperation with Washington Chapter of the American Society for 
Training and Development. 


l 2- 299 

Whitbeck, L. H. 
The Army's ‘new methods' training center. 
1974, pp. 30-32. 


A model training center for safety training at the Volunteer Army Ammunition 
Plant in Chattanooga, Tenn. is described. 


Training, vol. ll, no. 10, October 


12-300 
Williams, C. A. M-Fiche 


The relationship of staff development to personnel management. 


Washington, 
Educational Resources Information Center, 1973. 


11 pp. (ED-080-797) 
Relates staff development to eight other major functions of personnel ad- 


ministration. Discusses the specific role of the staff development specialist, 
and the importance of a ",..strong, continuous, and well-defined working re- 
lationship existing between live managers and staff people responsible for 
personnel management functions." 

Speech given at Comprehensive Personnel Management Conference, Panama City 
Florida, March 21, 1973. ‘ 


TRA INING--EVALUATION 





12-301 

Cohen, Alan and Steven M. Frankel. 
Data analysis report; an assessment of school-supervised work education programs. 
Washington, Educational Resources Information Center, 1973. 197 pp. (ED-081-999) 

"Data are analyzed to examine systematically different configurations of work 

education by means of a typology in three dimensions: educational level, primary 
program purpose, and industrial setting." 

Performing organization: System Development Corporation. 


M-Fiche 
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TRAINING--EVALUATION (Cont'd) 





12-302 
Cooper, Cary L. 
A follow-up study on the influence of the T-group trainer on participant 
change. Journal of European training (Gt. Brit.), vol. 2, no. 2, 1973, 
pp. 181-188. 
Author reports on studies that evaluated the effects of T-group sessions 
as to whether participants tended to identify with their trainers or "changed 
in ways that fostered their own congruence." This research reports on the long- 
term effects of each influence process and emphasizes the desirability of train- 
ing the trainer to stress participants' responsibility for their own learning. 
12-303 
Frankel, Steven M, 


S/I 


M-Fiche 


Executive summary; an assessment of school-supervised work education programs. 
Washington, Educational Resources Information Center, 1973. 30 pp. (ED-081-998) 
"This document summarizes the significant findings, overall methodology, and 
policy recommendations for the Assessment of School Supervised Work Education 

Programs." 
Performing organization: System Development Corporation. 


12-304 MeFiche 


Frankel, Steven M. and others. 
Replication handbook; an assessment of school-supervised work education pro- 
grams. Washington, Educational Resources Information Center, 1973. 
(ED-082-000) 

"The purpose of this document is to provide educational researchers and 
administrators with the material needed to replicate the study, Assessment of 
School-Supervised Work Education Programs, within a sphere of interest limited 
geographically, vocationally, or in other functional ways." 

Performing organization: System Development Corporation. 


145 pp. 


12-305 

Stern, James L., Kenneth A. Root and Stephen M. Hills. 
The influence of social-psychological traits and job search patterns on the 
earnings of workers affected by a plant closure. Industrial & labor relations 
review, vol. 28, no. 1, October 1974, pp. 103-121. 

Authors report on a study that aimed at determining "whether assessments of the 

value of retraining and job placement by the State Employment Services could 
be improved by controlling for the influence of personnel characteristics, 
psychological attributes and job search patterns...." 


TRAINING - -METHODS 





12-306 
Braga, Gary. 
The workbook/cassette: when and how to use it. Training, vol. 11, no. 10, 
October 1974, pp. 42-44, 59. 
Discusses the use of the workbook/cassette as a "low-budget, high impact 
self-teaching device." 


12-307 Tech, Rpts. ED-074-559 
Downs, Cal W. 
A study of the impact of laboratory training upon concepts of leadership and 
communication. Washington, D.C., Educational Resources Information Center, 
1972. 8 pp. 

"This paper reports an experiment designed to investigate four questions re- 
volving around these claims and counter claims. These are (1) the impact of 
laboratory training on leadership attitudes and skills, the values affecting 
these attitudes and skills and the concept of self as a communicator; (2) whether 
this impact differs from the impact of other training methods; (3) whether the 
results of laboratory training affect different types of people in different 
ways; and (4) whether there is an optimum time period for laboratory training." 

Paper presented at the annual meeting of the Speech Communication Association, 
Chicago, December 27-30, 1972. 
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TRA INING--METHODS (Cont'd) 





12-308 ; a 

Earle, Howard H. 1e425 .P63Ea7p 
Police recruit training; stress vs. non-stress; a revolution in law enforce- 
ment career programs. Springfield, Ill. C. C. Thomas, 1973. 228 pp. 

This study "presents the research methodology and results of a three-year 
field experiment (August, 1968 to June, 1971) conducted within the Los Angeles 
County Sheriff's Department to scientifically measure and evaluate the effect 
of authoritarian input (stress) on the field performance of newly trained peace 
officers."' The study also looks at "the efficacy of two opposing training 
methodologies: stress versus non-stress training." 

12-309 
Kirkpatrick, Donald L. 
7 things that have to happen before a seminar succeeds. Training, vol. ll, 
no. 10, October 1974, pp. 44-45. 
Lists seven tips on evaluating past seminars and preparing for future ones. 


12-310 

Podolsky, Joseph L. 
Training technology: new solutions to ever-present problems. Best's review, 
(life/health ed.), vol. 75, no. 6, October 1974, pp. 82-84, 86-88, 90. 

Discusses the rationale for a continuous training program. The advantages 

ind disadvantages of on-the-job training (OJT) are outlined. The "Training 
Technology" techniques developed at NARe Life Service Company are presented, 
ind their ways of handling instructional and motivational problems are dis- 
cussed. 


WOMEN - -EMPLOYMENT 
L2-311 
Bell, Duran. 
Why participation rates of black and white wives differ. Journal of human 
resources, vol. 9, no. 4, Fall 1974, pp. 465-469. 

"Analysis of labor force participation of black and white wives by family 
personal characteristics, from the 1967 Survey of Economic Opportunity, re- 
vealed that 61.4 percent of black wives iand 46.7 percent of white wives 
worked in 1966. Full-time work was more common among black wives in better 
educated, more stable families. The reverse applied to part-time employment. 
Results reflect the opening of white-collar jobs to qualified black women, as 
an alternative to domestic service. Strong se ist barriers to high-status 
employment of women explain the relatively low participation of upper middle- 
class white wives." 

12-312 

Berquist, Virginia A, 
Women's participation in labor organizations. 
no. 10, October 1974, pp. 3-9. 


Reports on the numbers and roles of women in U.S 


Monthly labor review, vol. 97, 


« labor organizations. 


Farrant, Alan W 


Being a woman supervisor. Supervision, vol. 36, no. 11, November 1974, p. 22. 


Brief article on the attributes a woman Supervisor can bring to a job. Warns 
her against trying to act like a man. 
12-314 S/I 
Greenwald, Carol S, 
Working mothers; the need for more part-time jobs. 
September-October 1972, pp. 13-22. 


The number of mothers working is growing at an even faster pace than the pro- 
portion of women in general entering the labor force. 


New England economic review, 


This article discusses 
this trend, the reasons for: it, and the advantages of more part-time work for 
these women and their actual or potential employers. 











WOMEN--EMPLOYMENT (Cont'd) 





12-315 M-Fiche 
Hornig, Lilli S. 
Affirmative action through affirmative attitudes. Washington, Educational Re- 
sources Information Center, 1972. 18 pp. (ED-076-091) 

"Women have been traditionally discriminated against in higher education, 
from the point of admissions to school through faculty hiring and administrative 
appointments. Such discrimination has been based in the past on the attitudes 
perpetuated by a man-made society that dictates that women have as their only 
purpose in life marriage and child-rearing. ... It is hoped that affirmative 
action in equal opportunities for jobs might in the future lead to affirmative 
action in attitudes." 

Paper presented at a conference on Women in Higher Education, Syracuse, 
November 28, 1972. 


12-316 M-Fiche 
Kimmel, Ellen B, 
Job mobility of men and women psychologists in the southeast. Washington, 
Educational Resources Information Center, 1972. 9 pp. (ED-078-798) 
In addition to comparative data on mobility and reasons given for making 
job changes by members of the Southeastern Psychological Association, this study 
also presents findings of differences between the sexes on holding a doctorate 
degree, area of specialization, place of employment and level of highest position. 


12-317 1d213 -Ml7a 1974 
McGill University. Industrial Relations Centre. 
Annual conference proceedings, 23rd, April 3-4, 1974; selected papers. Montreal, 
1974. L ¥. 
A collection of some of the papers presented at the conference entitled 
Women and Work. The papers generally apply to women in either the U.S. or 
Canada. 


12-318 

Morrison, Robert F. and Maria-Luise Sebald. 
Personal characteristics differentiating female executive from female non- 
executive personnel. Journal of applied psychology, vol. 59, no. 5, October 

° 6-659. 

re ae pairs of subjects were matched on age, education, work site, etc. 
and were differentiated on organizational status and policy contribution. The 
executive group was higher in "(«) the self-esteem component of need for achieve- 
ment, (b) the need for power, and (c) mental ability." 


12-319 
National League of Cities. 
Women in municipal government. Washington, 1974, 89 pp. 
"Issues regarding the invoivement of women in public life, the changing 
economic role of women, and activities of city commissions on the status of 
women were discussed. The session also provided a forum for delegates to 


address ways to recognize and encourage full and effective participation of 
women as elected officials, administrators and employees." 


Tel54 -N21wo 


12-320 S/1 
Parrish, John B, 
Women, careers and counseling; the new era. Journal of the National Association 
for Women Deans, Administrators, & Counselors, vol. 38, no. 1, Fall 1974, 
pp. 11-19. 


Discusses the characteristics of the labor market of the 1970's and how 


college women are adapting in their career choices. Surveys of recent trends 


show that women are beginning to commit themselves to more professional train- 
ing and longer term careers. 
ing for women. 


Discusses the need for more expert career counsel- 











WOMEN--EMPLOYMENT (Cont'd) 





12-321 M-Fiche 

Sorrentino, Richard M. and Judith A. Short. 
Performance in women as a function of fear of success and sex-role orientation. 
Washington, Educational Resources Information Center, 1973. 23 pp. (ED-080-929 ) 

"The present study was designed to test hypotheses derived from Horner's theory 

concerning the effect of the sex-role orientation of the situation on the arousal 
of the motive to avoid success in women. The study compared the performance of 
women high and low in the motive to avoid success in a male-oriented and a female- 
oriented situation. It was found that women performed significantly better (p.01) 
in the male-oriented than in the female-oriented situation, with this difference 
between conditions being greater for those women scoring high rather than low in 
the motive to avoid success (p.05)." 

12-322 

Tharp, Mike. 


Improved image; women in work force post better records for stability in jobs. 
Wall Street journal, vol. 184, no. 101, November 20, 1974, pp. 1, 23. 

Many firms are finding that “quit rates, turnover and absenteeism among women 
are dropping--not only in comparison with levels in prior years but 
cases, when measured against the levels for male employes." 
factors which may be contributing to this trend. 


also, in some 
Discusses several 


12-323 S/1 

Tyree, Andrea and Judith Treas. 
The occupational and marital mobility of women. American sociological review, 
vol. 39, no. 3, June 1974, pp. 293-302. 

Comparison of male and female patterns of occupational mobility, and further 
comparison of these mobility patterns to marital mobility patterns (from father's 
occupation to husband's for wives not in the civilian labor force.) "The occu- 
pational mobility of women is found to be less similar to mobility patterns of 
men than is women's marital mobility." 


C175 -Un98 
12-324 ons asa roe 


U.S. Women's Bureau. oe 
Continuing education for women: current developments, by Jean A. Wells. ashing- 
ton, 1974. hte ee Me 

Surveys some of the programs offered by universities to aid women in beginning 
or continuing career education. 

Based on a paper presented at a convention workshop cosponsored by the 
Commission on the Status of Women in Adult Education and the Section on Continu- 
ing Education for Women, Adult Education Association, Dallas, Texas, October 31, 


1973. 


YOUTH 


12-325 M-Fiche 
Johnston, Jerome and Jerald G. Bachman. 
The transition from high school to work: the work attitudes and early occupational 
experiences of young men; a special report from the Youth in Transition Project. 
Springfield, Va., National Technical Information Service, 1973. 166 pp. 
(PB-225-938) 
"The report is based on a longitudinal study of employment and unemployment 
for a national sample of males in the high school class of 1969. They were 
followed from the beginning of 10th grade (1966) to one year after high school 
(1970). High unemployment appeared to be associated with two groups: those 
with low intelligence who come from low status families and those with very high 
intelligence who come from high status families. For full-time workers in entry 
jobs, job data and performance are discussed." 
Performing organization: University of Michigan, Institute for Social Research. 
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